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THE  BUREAU  OF  STATE  OFFICE  BUILDINGS 
ROOM  72,  STATE  HOUSE 
BOSTON,  MASSACHUSETTS  02133 
(617)  727-1100 
DENNIS  R.  SMITH,  SUPERINTENDENT 


The  Bureau  of  State  Office  Buildings  manages  the  six  State  office  buildings  located  in  the 
Government  Center  Complex  in  Boston  -  The  State  House,  the  McCormack,  Saltonstall,  Hurley 
and  Lindemann  buildings  and  the  Nashua  Street  Registry  Building  as  well  as  the  state  office 
buildings  located  in  Springfield  and  Pittsfield.  The  mission  statement  of  the  Bureau  follows. 

The  Bureau  mission  is  to  provide  a  safe,  secure  workplace  for  customers,  assuring 
that  all  who  enter  Bureau  Facilities  have  a  pleasant  business  environment  and  can 
transit  common  areas  without  incident;  and  to  efficiently  maintain  mechanical 
structures  and  buildings,  recognizing  that  they  function  as  places  of  business, 
museums  of  art  and  history,  and  sites  for  public  congregation. 

This  Bureau  is  organized  into  four  divisions  -  State  House  Operations,  Operations  and 
Engineering,  Safety,  Security  and  Parking,  and  Administration.  A  description  of  the  functions  of 
each  division  follows. 

State  House  Operations  -  oversees  the  operation  of  the  State  House;  monitors  performance  and 
manages  private  contractors  for  cleaning,  mechanical  maintenance  and  life  safety  systems, 
sanctions,  organizes  and  supervises  all  State  House  events  and  functions,  working  closely  with 
the  Legislative  and  Executive  Branches. 

Operations  and  Engineering  -  efficiently  and  economically  operates  and  manages  Bureau 
facilities  and  maintains  mechanical  and  maintenance  systems  to  promote  safe,  comfortable 
accessibility  to  assigned  areas,  and  to  improve  working  environments  and  public  areas  within 
funding  limits. 

Safety,  Security  and  Parking  -  ensures  a  safe  and  secure  workplace  for  employees  and  state 
building  customers,  by  managing  contracts  for  fire  protection  and  security,  overseeing  ED  and 
access  cards,  locks  and  parking  operations. 

Administration  -  provides  support,  oversight  and  direct  assistance  to  all  Bureau  activities  and 
programs,  working  with  the  Administration  and  Finance  Central  Business  Office  and  other  state 
agencies  in  the  areas  of  procurement,  ADP,  personnel,  legal  compliance  and  assistance,  and 
budget  control.  This  component  also  includes  the  Art  Commission  and  operations  of  the 
Springfield  and  Pittsfield  Office  Buildings. 


MESSAGE  TO  USERS 


The  Bureau  of  State  Office  Buildings  established  the  following  policies  in  January  1994.  We  ask 
all  who  use  state  facilities  to  carefully  review  these  policies  and  refer  to  them  when  questions 
arise,  understanding  that  in  special  circumstances  policies  can  be  amended  or  waived. 
Inconsistencies  of  policy  or  application  should  be  reported  to  the  Superintendent. 

Many  of  the  policies  are  based  on  previously  unwritten  practice.  As  the  Bureau  establishes  new 
policy  and  reaffirms  old  practice,  changes  will  occur.  The  Bureau  solicits  customer  opinions  on 
pohcy. 

Dennis  R.  Smith,  the  Superintendent  of  the  Bureau  encourages  anyone  who  has  questions, 
concerns  or  suggestions  to  contact  his  office  by  letter  or  by  calling  (617)  727-1 100. 
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BUREAU  RESPONSIBILITIES 


Bureau  responsibilities  are  outlined  by  Chapter  8  of  the  Massachusetts  General  Laws  which  is  set 
forth  in  Appendix  A. 
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GENERAL  DEFINITIONS 


AGENCY  -  Any  entity  under  the  jurisdiction  of  an  Executive  Office  or  a  Constitutional  Officer 
that  occupies  space  in  any  of  the  buildings  in  the  Government  Center  that  is  managed  by  the 
Bureau  of  State  Office  Buildings. 

AGENCY  LIAISON  -  A  person  designated  by  a  Department  Head  to  communicate  with  the 
Bureau  on  behalf  of  the  Agency. 

Senators  and  Representatives  shall  communicate  with  the  Bureau  through  the  managers 
designated  by  the  Senate  President  and  the  Speaker  of  the  House  of  Representatives. 

BUREAU  -  The  Bureau  of  State  Office  Buildings;  sometimes  referred  to  as  State  Office 
Buildings  or  BSB. 

BUREAU  PARKING  FACILITIES  -  All  parking  facilities  owned  by  the  Commonwealth  of 
Massachusetts  and  managed  by  the  Bureau.  They  include  the  State  House  Parking  Garage,  the 
McCormack  Parking  Garage,  the  Saltonstall  Parking  Garage,  the  Hurley-Lindemann  Parking 
Garage  and  the  100  Nashua  Street  lot. 

CUSTOMERS  -  Elected  officials,  state  employees,  members  of  Boards  and  Commissions, 
visitors,  fimction  attendees  and  those  having  business  with  the  State. 

HOURS  OF  OPERATION  AND  OFF  HOURS  -  Normal  business  hours  are  8:00  A.M.  to 
6:00  P.M.,  Monday  through  Friday.  State  House  business  hours  for  events  purposes  are  8:00 
A.M.  to  5:00  P.M.  During  these  hours  indoor  space  temperature  shall  be  at  least  60°  F  during  the 
heating  season  and  no  more  than  80  °  during  the  cooling  season  during  non-occupied  night, 
weekend,  and  holiday  periods.  Off-hours  are  between  6:00  P.M.  and  8:00  A.M.,  all  weekends, 
and  holidays. 

The  normal  hours  of  operation  for  Building  Lighting  are  fi^om  7:00  A.M.  to  7:00  P.M. 

The  normal  hours  of  operation  for  Security  are  6:00  A.M.  to  6:00  P.M.  with  a  security  guard 
being  on  site  fi-om  6:00  P.M.  to  12:00  midnight. 

State  House  doors  are  open  fi"om  7:00  A.M.  to  7:00  P.M.  Elected  officials,  visitors  and  fimction 
attendees  may  make  special  arrangements. 

INCIDENT  REPORT  -  A  form  generated  by  the  Bureau  of  State  Office  Buildings  for  the 
purpose  of  documenting  all  safety  or  security  related  incidents  occurring  in  or  on  the  grounds  of 
any  Bureau  Building.  Incident  reports  are  available  through  agency  liaisons. 

PARKING  LIAISON  A  person  designated  by  a  Department  Head  to  communicate  with  the 
Bureau  on  behalf  of  the  Agency. 

POLICY  MANUAL  -A  compilation  of  policies,  procedures  and  practices  -  many  previously 
unwritten  -  to  ensure  that  all  Bureau  Tenants  receive  fair  and  consistent  consideration. 
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STATE  OFFICE  BUILDING  -  A  building  under  the  control  and  responsibility  of  the  Bureau 
of  State  Office  Buildings.  Included  are  the  State  House,  McCormack,  Saltonstall,  Hurley  and 
Lindemann  Buildings.  The  buildings  in  Springfield  and  Pittsfield  under  Bureau  jurisdiction  shall 
fall  under  these  policies  when  practical. 

SUPERINTENDENT  -  The  Director  or  Agency  Head  in  charge  of  the  Bureau  of  State  Office 
Buildings. 

TENANT  -  The  Cabinet  Secretary,  Agency  Head  or  Constitutional  Officer  of  the  an  agency 
occupying  space  within  Bureau  buildings. 

SPECIFIC  DEFINITIONS 

Activity  Logs  Printouts  of  information  recorded  by  the  card  readers  installed  at  the  entrance  and 
exit  of  each  Bureau  parking  facility.  [BSB  Policy  4-8] 

Ashburton  Park  The  park  area  outside  the  State  House  bounded  by  the  State  House  Annex, 
Bowdoin  Street,  Mount  Vernon  Street  and  Deme  Street.  [BSB  Policy  1-4] 

Authorized  Parkers  Individuals  the  Superintendent  identifies  as  government  employees  or  state 
^pointees  having  official  business  at  a  Bureau  facility.  [BSB  Policy  4-8] 

Bulletin  -  Any  printed  material,  posters,  computer  generated  paper  or  paper  signs  posted  for  the 
purpose  of  publicizing  information.  [BSB  Policy  2-1] 

Bureau  Conference  Rooms  -  Bureau  conference  rooms  are  identified  as  the  conference  rooms 
within  the  McCormack  and  Saltonstall  buildings.  The  McCormack  conference  rooms  are  rooms 
1-2-3  on  the  21st  floor.  The  Saltonstall  conference  rooms  are  rooms  207,  208,  and  1 108.  [BSB 
Policy  10-1] 

Bureau  Parking  Administrator  -  The  person  in  the  Bureau  responsible  for  handling  parking 
requests  and  problems  and  for  assigning  temporary  parking  spaces  pursuant  to  BSB  Policy  4-4. 
[BSB  Policies  4-3,  4-8] 

Charge-Back  Fee  -  A  fee  charged  to  tenants  for  maintenance  and  operation  costs  for  the  heating 
and  cooling  plant  and  all  associated  utility  costs  including  gas,  electricity,  water,  and  steam.  The 
fee  is  assessed  when  a  tenant  agency  requests  utility  use  outside  of  normal  working  hours.  [BSB 
Policy  13-1] 

Common  Space  -  Any  area  within  or  around  the  buildings  that  is  owned  and  operated  by  the 
Commonwealth  of  Massachusetts.  This  includes  all  lobbies,  grounds,  parking  areas,  stairwells, 
elevator  banks,  and  other  areas  not  considered  office  space.  [BSB  Policy  1-1] 
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Community  Team  -  Imnate  workers  from  the  Department  of  Corrections  that  are  used  by  the 
Commonwealth  of  Massachusetts  under  Department  of  Corrections  supervision.  [BSB  Pohcy  8- 

1] 


Contractor  Work  Permit  -  A  five  part  form  that  must  be  signed  by  the  Superintendent  before  an 
agency  may  have  materials  delivered  or  work  begun  by  an  outside  contractor.  [BSB  Policies  6- 
1,7-1] 

Damage  -  Includes  scrapes,  dents  and  broken  glass  incurred  by  a  vehicle  while  parked  in  a 
Bureau  Parking  Facility.  [BSB  Policy  4-5] 

Flag  Code  -  United  States  Code,  Title  36,  Chapter  10,  Sections  170-178,  (1976). 
This  code  covers  the  use  of  the  United  States  flag.  It  is  not  a  law,  but  codifies  traditions  and 
customs  relating  to  the  United  States  flag  specifically  for  the  purposes  of  establishing  a  common 
and  accepted  usage  throughout  the  United  States  and  its  possessions.  It  also  specifies  the 
conditions  under  which  the  flag  of  the  United  States  must  be  flown  at  half-staff  on  federal 
properties  and  jurisdictions.  [BSB  Policy  17-1] 

Floor  Evacuation  Team  Leader  -  Agency  personnel  trained  to  advise  and  direct  tenants  during 
fire  drills  and  actual  emergencies.  [BSB  Policy  14-1] 

Front  Lawn  -  The  Lawn  of  the  State  House  surrounding  the  West  Wing  of  the  State  House, 
[BSB  Policy  1-4] 

Front  Sidewalk  -  The  area  on  the  north  side  of  Beacon  Street  between  the  Front  gate  and  curb. 
[BSB  Policy  1-4] 

Front  Steps  -  The  area  between  the  Main  Gate  and  Doors  9  and  10  at  the  front  of  the  State  House. 
[BSB  Policy  1-4] 

Governmental  Entities  -  State  Agencies  under  the  Executive  Branch,  Legislative  Bodies,  Boards 
and  Commissions.  [BSB  Policy  1-2] 

Half-Staff  -  The  flying  of  flags  at  a  position  approximately  halfway  between  the  ground  and  the 
top  of  the  flag  pole.  Flying  flags  at  half-staff  is  a  traditional  way  of  showing  respect  for  the  dead 
and  sympathy  for  the  survivors  and/or  the  cause  in  which  death  occurred.  (The  flag  is  generally 
not  flown  at  half-staff  on  the  news  of  the  death  of  soldiers  in  timei5f  war.)  [BSB  Policy  17-1] 

Handicapped  Accessible  Parking  Space  -  Any  space  marked  with  an  HP  sign  that  is  designated 
strictly  for  the  use  of  physically  disabled  persons.  [BSB  Policy  4-1] 

Illegal  Parking  Space  -  Any  space  within  the  facility  that  is  marked  with  a  'TSfO  PARKING"  sign 
or  a  sign  marked  "FIRE  LANE"  and  other  areas  that  are  clearly  hazardous.  Any  space  other  than 
a  clearly  marked  parking  space.  [BSB  Policy  4-1] 
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Legislative  Sponsor  -  A  Constitutional  Officer,  Secretariat  Head,  Senator,  Representative  or 
Agency  Head  who  agrees  to  be  the  sponsor  for  an  entity  holding  a  function  in  the  State  House 
function  space.  [BSB  Pohcies  1-2,1-3] 

Loading  Dock  Hours  of  Operation  -  The  hours  designated  by  the  Superiniendent  of  State  Office 
Buildings  that  vendors  may  deliver  goods  and  or/services.  [BSB  Policy  5-1] 

Loss  -  A  vehicle  which  is  stolen  or  has  items  within  it  stolen  while  parked  in  a  Bureau  Parking 
Facihty.  [BSB  Policy  4-5] 

Lost  and  Found  Center  -  The  location  where  property  lost  in  Bureau  Buildings  can  be  found.  In 
the  McCormack  and  Saltonstall  buildings,  it  is  located  in  Operations  (Room  107,  McCormack). 
In  the  State  House,  it  is  located  in  the  Superintendent's  Office  (Room  1).  [BSB  Pohcy  18-1] 

Lost  Property  -  Any  item  of  personal  property  that  is  found  in  any  of  the  Government  Center 
Bureau  Buildings.  This  includes  clothing,  jewelry,  checks,  credit  cards  and  money.  [BSB  Policy 
18-1] 

Massachusetts  Law  -  The  1994  Official  Edition  of  the  General  Laws  of  Massachusetts.  Sections 
referenced  in  this  Policy  Manual  include: 

General  Laws,  chapter  2,  Sections  5-6  [BSB  Policy  17-1 

General  Laws,  chapter  2,  Section  6A  [BSB  PoUcy  17-3] 

General  Laws,  chapter  8,  section  17A  [BSB  Policy  17-1 

Modification  -  Any  work  done  to  substantially  replace  or  reconfigure  office  space.  Any  work 
that  will  require  additional  electrical  or  heating  and  cooling  or  will  impact  the  air  distribution 
systems  in  an  office  area.  This  includes  changing  carpets,  moving  portable  wall  partitions,  etc. 
[BSB  Policy  6-1] 

Non  Governmental  Groups  -  Individual  Entities,  Businesses,  Groups  and  Non-Profit  Business 
Corporations.  [BSB  PoUcy  1-2] 

Occupant  Emergency  Plan  -  The  specific  evacuation  plan  established  for  each  Bureau  building. 
Copies  of  all  Occupant  Emergency  Plans  are  located  in  each  building  manager's  office  as  well  as 
on  file  with  Bureau  of  State  Office  Buildings,  Room  10,  State  House.  [BSB  Policy  14-1] 

Office  Access  -  The  main  entrance  way  to  any  Bureau  tenant  agency.  [BSB  Policy  15-3] 

Office  Space  -  The  space  set  aside  for  agency  use,  staffed  by  state  employees  or  others  appointed 
by  the  Governor  and  allocated  by  the  Division  of  Capitol  Planning  and  Operations  in  conjunction 
with  the  Bureau.  [BSB  Policy  1-1] 

Parking  Liaison  -  A  person  designated  by  a  department  Secretariat  to  communicate  parking 
requests  and  problems  to  the  Bureau  Parking  Administrator.  [BSB  Policies  4-3,'  4-8] 
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Parking  Violation  Notice  -  A  Bureau  notice  placed  on  the  windshield  of  vehicles  that  are  either 
illegally  parked  or  are  without  a  placard  displayed  on  the  dashboard.  These  notices  serve  as  a 
courtesy  warning;  no  fines  are  attached  to  said  notices.  [BSB  Policy  4-2] 

Pest  contractor  -  A  specialist  in  pest  control  under  contract  with  the  Bureau  to  prevent  and 
eliminate  unwanted  pests. 

Placard  -  A  5"  by  8"  card  issued  by  the  Bureau  that  is  marked  with  the  designated  facility  in 
which  the  vehicle  is  authorized  to  park  and  the  corresponding  access  card  number.  The  card  will 
also  have  the  number  of  a  reserved  space  when  applicable.  The  placard  must  be  displayed  on  the 
driver's  side  of  the  dashboard  at  all  times  the  vehicle  is  parked  in  a  Bureau  Parking  facility. 
[BSB  PoUcy  4-2] 

Recyclable  Material  -  Materials  used  within  the  office  environment  that  can  be  reused  or 
reprocessed  for  future  use.  Materials  include  paper,  plastic  and  aluminum  products.  [BSB 
Policy  12-1] 

Regular  Working  Hours  -  Normal  business  hours  are  determined  by  the  Bureau  to  be  8:00  A.M. 
to  6:00  P.M.,  Monday  through  Friday.  During  these  hours  it  is  the  Contractor's  responsibility  to 
adequately  maintain  the  HVAC  equipment  to  assure  an  indoor  space  temperature  of  72°  F  and 
50%  Relative  Humidity  with  a  range  of  plus  or  minus  2°  F  and  plus  or  minus  10%  Relative 
Humidity.  Normally  the  temperature  in  any  area  of  the  building  shall  not  fall  below  68°  F  during 
occupied  heating  hours  and  above  78°  F  during  occupied  cooling  hours.  [BSB  Policy  13-1] 

Renovation  -  Any  major  work  done  to  alter  office  space.  This  would  include  ceiling  work,  floor 
work,  adding  or  removing  walls,  and  any  work  that  could  disrupt  the  flow  of  ventilation,  heating 
and  cooling.  [BSB  Policy  6-1] 

Service  Charge  -  Charge  for  employee  labor  costs  for  State  House  Personnel  or  Contractors  to 
oversee  an  event.  [BSB  Policy  1-2] 

State  House  Business  Hours  -  Monday  to  Friday,  8:00  A.M.  to  5:00  P.M.  [BSB  Policy  1-2] 

State  House  Function  Space  -  All  areas  in  the  State  House  deemed  suitable  for  supporting  a 
fimction.  Areas  include  the  Great  Hall,  Nurses  Hall,  the  Grand  Staircase  and  Gardner 
Auditorium.  Memorial  Hall  and  Doric  Hall  are  available  under  specific  circumstances  when 
approved  by  the  Superintendent.  [BSB  Policy  1-2] 

State  House  Non  Business  Hours  -  Weekdays,  5:00  P.M.  -  8:00  A.M.,  all  day  Saturday,  Sunday 
and  Holidays.  [BSB  Policy  1-2] 
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Temporary  Visitor  Parking  -  The  limited  number  of  unoccupied  spaces  that  the  Bureau  has  from 
time  to  time  and  makes  available  for  parking  on  a  temporary  basis.  These  spaces,  which  are 
assigned  on  a  single  day  basis,  do  not  require  a  placard  but  do  require  an  electronic  parking  card. 
[BSB  Policy  4-4] 

User  Fee  -  A  flat  fee  paid  to  the  State  House  Special  Events  Fund  to  compensate  for  wear  and 
tear  on  the  Building,  utility  costs  and  other  general  operating  expenses.  [BSB  Policy  1-2] 

Work  Order  System  -  A  system  for  the  timely  completion  of  work  by  Bureau  Trades  Staff.  The 
Trades  Manager  assigns  Bureau  Staff  to  electrical,  carpentry,  painting  and  masonry  projects  in 
accordance  with  priorities  established  by  the  Superintendent.  [BSB  Policy  7-1] 


BSB  POLICY  1-2 


June,  1998 


Use  of  State  House  Space 

DEFINITION 

Legislative  Sponsor  -  A  Constitutional  Officer,  Secretariat  Head,  Senator,  Representative  or 
Agency  Head  who  agrees  to  be  the  sponsor  for  an  entity  holding  an  After-Hours  ftinction  in  the 
State  House  ftmction  space. 

PURPOSE 

To  establish  a  clear  consistent  guideline  for  the  control  of  the  use  of  State  House  space. 
DEFINITIONS 

Governmental  Entities  -  State  Agencies  under  the  Executive  Branch,  Legislative  Bodies,  Boards 
and  Commissions. 

Legislative  Sponsor  -  A  Constitutional  Officer,  Secretariat  Head,  Senator,  Representative  or 
Agency  Head  who  agrees  to  be  the  sponsor  for  an  entity  holding  an  After-Hours  ftmction  in  the 
State  House  ftmction  space. 

Non  Govenmiental  Groups  -  Individual  Entities,  Businesses,  Groups  and  Non-Profit  Business 
Corporations. 

Service  Charge  -  Charge  for  employee  labor  costs  for  State  House  Personnel  or  Contractors  to 
oversee  an  event. 

State  House  Business  Hours  -  Monday  to  Friday,  8:00  A.M.  to  5:00  P.M. 

State  House  Function  Space  -  All  areas  in  the  State  House  deemed  suitable  for  supporting  a 
ftmction.  Areas  include  the  Great  Hall,  Nurses  Hall,  the  Grand  Staircase  and  Gardner 
Auditorium.  Memorial  Hall  and  Doric  Hall  are  available  under  specific  circumstances  when 
approved  by  the  Superintendent. 

State  House  Non  Business  Hours  -  Weekdays,  5:00  P.M.  -  8:00  A.M.,  all  day  Saturday,  Sunday 
and  Holidays. 

User  Fee  -  A  flat  fee  paid  to  the  State  House  Special  Events  Fund  to  compensate  for  wear  and 
tear  on  the  Building,  utility  costs  and  other  general  operating  expenses. 
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POLICY 


It  is  the  policy  of  the  Bureau  of  State  Office  Buildings  to  encourage  the  use  of  the  State  House 
while  acting  as  conservator  for  the  building  and  its  historic  objects  and  works  of  art.  It  is  Bureau 
policy  to  recover  extraordinary  costs  of  the  Bureau  in  the  support  of  State  House  functions. 

Included  in  this  policy  are  "Terms,  Conditions  and  Policy  for  Functions",  a  separate  three  page 
handout. 

PROCEDURE 

All  parties  wishing  to  have  an  After-Hours  function  within  the  State  House  must  reserve  space  at 
least  thirty  (30)  days  in  advance  of  the  fiinction  date  through  the  functions  office  of  the  Bureau. 
A  State  House  Function  Application  form  must  be  completed  to  reserve  fiinction  space.  Those 
reserving  space  must  adhere  to  all  Policies,  Terms  and  Conditions  of  the  Bureau. 

Any  House  or  Senate  member  may  reserve  fimction  space  for  a  constituent  group,  in  accordance 
with  Bureau  Policy.  All  private  groups  and  outside  entities  must  file  an  application  with  the 
Bureau  and  obtain  sponsorship  fi^om  a  member  of  the  House  or  Senate  or  a  Constitutional 
Officer. 

Entities  holding  functions  in  the  State  House  during  non-business  hours  must  pay  a  service 
charge  for  all  expenses  which  may  include: 

•  Cleaning  costs  (payable  directly  to  the  contractor)  and 

•  Bureau  costs  (payable  to  the  Commonwealth) 

At  the  time  of  application,  the  requesting  organization  must  pay  a  user  fee  to  the  State  House 
Special  Event  Fund  according  to  the  following  schedule:  events  for  less  than  200  people  will  pay 
a  user  fee  of  $500,  events  for  between  200  and  500  people  will  pay  a  user  fee  of  $1500,  events 
for  between  500  and  1000  people  will  pay  a  user  fee  of  $3000.  Applications  for  events  for  more 
than  1 000  people  will  not  be  accepted.  The  Superintendent,  at  his  discretion,  may  reduce  or 
waive  this  fee  for  any  non-profit  organization.  Factors  to  be  considered  for  the  waiver  of  the  a 
User  Fee  include  the  purpose  of  the  event,  size  of  the  group  and  the  financial  status  of  the  non- 
profit organization. 

Event/Promotion  Business  and  Function  Coordinators  must  identify  their  clients  and  obtain  the 
signature  of  an  officer  of  their  corporate  clients  on  their  application. 

INDEMNIFICATION 

Every  non-government  entity  holding  a  function  at  the  State  House  is  required  to  enter  into  a 
written  agreement  indemnifying  the  Commonwealth  against  any  claims  for  casualty  liability. 
The  Superintendent  or  his  designee  may,  in  his  discretion,  require  the  posting  of  an  insurance 
bond. 
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RESTRICTIONS 

Set  up  time  prior  to  events  is  limited  to  four  (4)  hours  and  may  not  begin  before  4:00  PM  on  a 
business  day. 

Food  may  only  be  served  in  the  Great  Hall  and  Nurses'  Hall  located  on  the  second  floor  of  the 
State  House. 

Ice  sculptures  are  not  allowed  in  any  function  area  of  the  State  House 
Balloons  are  not  allowed  in  any  function  area  of  the  State  House. 
Open  Flames  are  not  allowed  in  any  function  area  of  the  State  House. 
Event  Signage  is  limited  to  bulletin  boards  and  easels. 

Events  held  by  non-governmental  entities  and  groups  are  generally  not  permitted  during  business 
hours. 

Use  of  Memorial  Hall  is  limited  to  Veterans  groups. 

Activities  in  support  of  political  candidates  are  not  permitted  on  Bureau  Grounds. 
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BSB  POLICY  1-3 


June  1998 


State  House  Functions 


PURPOSE 

To  clearly  publicize  the  policies  and  procedures  for  public  and  private  events  and  functions 
taking  place  in  the  State  House. 

DEFINITION 

Legislative  Sponsor  -  A  Constitutional  Officer,  Secretariat  Head,  Senator,  Representative  or 
Agency  Head  who  agrees  to  be  the  sponsor  for  an  entity  holding  an  After-Hours  function  in  the 
State  House  function  space. 

POLICY 

It  is  the  policy  of  the  Bureau  of  State  Office  Buildings  that  all  entities,  public  and  private,  must 
arrange  any  State  House  function  through  the  State  House  Function  Coordinator  in  Room  1  and 
adhere  to  all  rules  and  regulations  presented  to  them  at  the  time  reservations  are  secured.  No 
weddings,  graduation  parties  or  fund  raising  activities  are  allowed  in  the  State  House.  Events  in 
excess  of  750  attendees  may  require  additional  security.  The  Superintendent  reserves  the  right  to 
make  the  final  decision  to  accept  or  deny  all  applications  for  reservation. 

The  Legislative  Sponsor  or  a  member  of  his/her  staff  must  be  available  and  directly  involved 
with  the  setup  of  the  event  and  be  in  attendance  during  the  event. 

PROCEDURE 

All  entities  wishing  to  hold  a  function  or  event  in  the  State  House  must  request  an  application 
form  from  the  State  House  Function  Coordinator  in  Room  one.  Upon  receipt  of  the  application 
(and  the  user  fee,  if  applicable),  the  State  House  Function  Coordinator  will  set  up  an  appointment 
to  walk-through  the  area  with  the  customer. 

Once  the  Application  has  been  approved,  the  Director  of  the  organization  holding  the  event  or  his 
designee  must  forward  checks  for  expenses  at  least  two  weeks  prior  to  the  event  and  sign  the 
indemnity  agreement  (if  applicable)  and  agree  in  writing  to  adhere  to  all  Bureau  rules  and 
regulations. 

Events  may  not  be  booked  earlier  than  the  six  (6)  month  period  preceding  the  event. 
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BSB  POLICY  1-4 


June.  1998 


Outdoor  Functions 


PURPOSE 

To  clearly  publicize  the  policies  and  procedures  for  public  events  and  functions  taking  place  in 
and  around  the  grounds  of  the  State  House. 

DEFINITIONS 

Ashburton  Park  The  park  area  outside  the  State  House  bounded  by  the  State  House  Annex, 
Bowdoin  Street,  Mount  Vernon  Street  and  Deme  Street. 

Front  Lawn  -  The  Lawn  of  the  State  House  surrounding  the  West  Wing  of  the  State  House. 
Front  Sidewalk  -  The  area  on  the  north  side  of  Beacon  Street  between  the  Front  gate  and  curb. 
Front  Steps  -  The  area  between  the  Main  Gate  and  Doors  9  and  10  at  the  front  of  the  State  House. 

POLICY 

It  is  the  policy  of  the  Bureau  of  State  Office  Buildings  that  all  entities  must  arrange  any  outdoor 
function  through  the  State  House  Function  Coordinator  in  Room  1  and  adhere  to  all  rules  and 
regulations  presented  to  them  at  the  time  reservations  are  secured.  No  weddings,  graduation 
parties  or  fiind  raising  activities  are  allowed  in  the  State  House  or  on  its  grounds.  Events  in 
excess  of  750  attendees  may  require  additional  security.  The  Superintendent  reserves  the  right  to 
make  the  final  decision  to  accept  or  deny  all  applications  for  reservation. 

PROCEDURE 

Ashburton  Park 

•  Only  State  Agencies  are  permitted  to  hold  functions  in  Ashburton  Park. 

•  Excess  noise  is  prohibited. 

•  Music/sound  system  [Music/ Amphfied  soundjafter  7:00  PM  is  prohibited 

•  No  parking  within  the  park.  Agencies  requesting  parking  may  make  arrangements 
with  the  House  and  Senate  Rules  Committee  for  street  parking. 
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Front  Lawn 

•  Only  events  approved  by  the  Superintendent  may  be  held  on  the  Front  Lawn. 
Front  Steps 

•  Only  events  sponsored  by  Constitutional  Officers,  by  special  permit,  niay  be  held  on 
the  front  steps. 

Front  Sidewalk 

•  No  BSB  or  State  House  restrictions  as  area  is  under  the  jurisdiction  of  the  City  of 
Boston. 

All  entities  wishing  to  hold  a  function  or  event  on  State  House  grounds  must  request  an 
application  form  from  the  State  House  Function  Coordinator  in  Room  1 . 

Once  the  Applicant  has  been  approved,  the  Director  of  the  organization  holding  the  event  or  his 
designee  must  forward  checks  for  expenses  at  least  two  weeks  prior  to  the  event  and  sign  the 
indemnity  agreement  (if  applicable)  and  agree  in  vmting  to  adhere  to  all  Bureau  rules  and 
regulations. 

Events  may  not  be  booked  earlier  than  the  six  (6)  month  period  preceding  the  event. 
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BSB  Policy  1-5 


April,  1997 


Guidelines  for  State  House  Special  Events  Fund 

Chapter  8,  of  the  Massachusetts  General  Laws  created  the  Bureau  of  State  Buildings  in  1919.  In 
1995,  chapter  8  was  amended  to  add  section  9A  which  sets  forth  the  terms  of  the  State  House 
special  Events  Fund.  By  the  terms  of  this  section, 

"The  State  Superintendent  is  authorized  and  directed  to  establish  and  charge  a  fee  ...  to 
non-governmental  agencies  ...  using  the  State  House  during  non-business  hours  for 
meetings,  receptions  or  exhibits." 

In  addition,  the  Superintendent  is  authorized  to  expend  up  to  $50,000  jfrom  the  fund  "after 
consultation  with  the  Secretary  of  State  for  educational  and  cultural  programs  at  the  State 
House." 

The  Superintendent  uses  the  following  guidelines  in  authorizing  disbursements  from  this  fund. 

Funds  are  used  to  cover  certain  expenses  for: 

•  Major  Annual  State  House  events  sponsored  by  the  Bureau  or  executive  branch 
offices,  such  as  the  Annual  Christmas  tree  lighting  ceremony,  Chanukah  Ceremony, 
Governor's  State  of  the  State  Address,  etc. 

•  Special  Events  sponsored  by  the  Governor's  office 

•  Musical  performances  by  school  groups  during  the  Christmas/Chanukah  sccison 

•  The  summer  concert  series  sponsored  jointly  by  the  Secretary  of  State  and 
Superintendent.  Participants  in  these  concerts  may  include  Military  Bands,  School 
Music  groups,  Community  bands  and  choruses,  and  Bands  sponsored  by  Community 
or  Veteran's  organization  groups. 

The  Bureau  accepts  suggestions  from  the  State  House  community  for  other  educational  and 
cultural  events  that  are  of  general  interest  and  would  draw  a  large  audience.  They  may  include: 

•  Chamber  concerts 

•  Lectures 

•  Demonsfrations  of  historical  or  scientific  nature 

•  Seminars 

The  Superintendent  will  approve  funds  for  reimbursement  for  the  following  costs  associated  with 
special  events: 

•  Transportation,  including  bus  rental 

•  Food  to  be  served  to  guests  or  to  performing  groups 

Rental  or  purchase  of  (special  audio-visual,  sound,  or  lighting)  equipment  related  to 
performances  or  media  presentations. 
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The  Superintendent  will  authorize  payment  for  a  contribution  to  non-profit  performing  groups  to 
help  offset  their  expense  for  operations  or  expenses  the  Bureau  incurs  to  enhance  public  events. 
These  operating  expenses  may  include  the  costs  paid  by  the  group  for  rehearsal  halls,  piano 
tuning  and  the  purchase  of  printed  music,  and  music  stands,  etc. 

School  and  college  groups  may  be  public,  private,  or  parochial,  and  may  include  students  of  all 
ages. 

Community  Chorus  or  Band  groups  could  include: 

•  WW  or  American  Legion  Bands 

•  Drum  and  Bugle  Corps 

•  Community  Choral  Societies 

•  Musical  Groups  that  are  part  of  non-musical  organizations  such  as  Women's  Clubs, 
Kiwanis  or  Rotary  Clubs,  Lawyers  Orchestra  Club,  etc. 

Religious  groups  may  include  those  from  churches,  synagogues,  temples,  or  other  religious 
organizations. 

The  Bureau  will  not  pay  salaries  or  stipends  for  any  group's  staff  expenses. 
The  funds  are  not  used  to  pay  for  professional  entertainers. 

Proposals  for  possible  cultural  or  educational  group  performances  at  the  State  House  sponsored 
by  this  Fund  may  be  made  to  the  Superintendent,  and  must  be  in  writing. 

All  programs  that  encourage  taxpayers  and  citizens  from  across  the  state  to  visit  their  State 
House  and  better  understand  its  history  and  present  day  use  as  the  Seat  of  Government  will  be 
considered  on  their  merits  for  funding. 
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BSB  POLICY  2-1 


April  1995 


Posting  of  Bulletins 

PURPOSE 

To  provide  an  orderiy  and  professional  appearance  in  all  State  Office  Buildings.  To  prevent  the 
posting  of  objectionable  material. 

DEFINITIONS 

Bulletin  -  Any  printed  material,  posters,  computer  generated  paper  or  paper  signs  posted  for  the 
purpose  of  publicizing  information. 

POLICY 

It  is  the  policy  of  the  Bureau  of  State  Office  Buildings  to  limit  the  placement  of  bulletins  to 
bulletin  boards.  No  posted  material  should  be  affixed  to  walls,  doors,  or  elevators.  No  political 
campaign  signs  are  allowed  to  be  displayed  or  posted  in  Bureau  facilities. 

PROCEDURE 

All  bulletins  must  be  pre-approved  by  the  Superintendent  of  State  Office  Buildings  or  his 
designee.  If  approved,  the  bulletins  may  be  posted  on  the  bulletin  boards  provided  in  each 
building.  The  person  who  posts  the  bulletin  must  also  remove  it  at  the  time  it  becomes  obsolete. 
Failure  to  adhere  to  this  procedure  will  result  in  the  removal  of  posted  material. 

When  permanent  signs  are  needed,  the  Bureau  will  install  them.  Bureau  Staff  shall  solicit 
suggestions  for  permanent  signs  from  agency  liaisons. 

Agencies  may  install  signs  with  Bureau  consent,  provided  that  they  are  consistent  with  other 
signs  on  the  same  floor. 
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BSB  POLICY  3-1 


March,  1998 


Smoking  in  State  Office  Buildings 

PURPOSE 

To  promote  a  safe  and  healthy  environment  for  Bureau  Customers  by  reducing  the  health  risks 
associated  with  exposure  to  tobacco  smoke  in  the  State  Office  Buildings  under  the  jurisdiction  of 
the  Bureau 


DEFINITIONS 

CUSTOMERS  -  Elected  officials,  state  employees,  members  of  Boards  and  Commissions, 
visitors,  function  attendees  and  those  having  business  with  the  State. 

STATE  OFFICE  BUILDING  -  A  building  under  the  control  and  responsibility  of  the  Bureau  of 
State  Office  Buildings.  Included  are  the  State  House,  McCormack,  Saltonstall,  Hurley  and 
Lindemann.  Buildings  in  Springfield  and  Pittsfield  under  Bureau  jurisdiction  shall  fall  under 
these  poUcies  when  practical. 

POLICY 

Effective  August  25,  1997,  the  Bureau's  Smoking  Policy  has  been  changed  to  prohibit  all 
customers  from  smoking  in  any  State  Office  Building  including  bathrooms,  stairwells,  garages  in 
accordance  with  the  amendment  of  Chapter  270,  section  22.  This  law  supersedes  Administrative 
Bulletin  87-1  promulgated  by  the  Executive  Office  of  Administration  and  Finance,  which  has 
been  the  basis  of  previous  Bureau  Policy.  This  amendment  provides  in  pertinent  part:' 

No  person  shall  smoke  in  the  state  house  or  in  any  building  owned  by  the 
commonwealth  or  in  any  space  occupied  by  a  state  agency  or  department  of  the 
commonwealth  which  is  located  in  another  building,  including  any  private  ojfice 
in  any  such  building  or  space  mentioned  in  this  sentence,  notwithstanding  the 
provisions  of  the  last  paragraph.  The  provisions  of  the  foregoing  sentence  shall 
not  apply  to  residents  or  patients  of  state  hospitals,  the  Soldiers '  Home  in 
Massachusetts  Soldiers '  Home  in  Holyoke  and  any  substance  abuse  treatment 
center  under  the  jurisdiction  of  the  commonwealth. 


'  The  full  text  of  General  Laws,  Chapter  270,  section  22  is  found  in  Appendix  A. 
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As  a  result  of  this  amendment,  smoking  is  not  permitted  inside  any  state  buildings,  including 
bathrooms,  stairwells,  garages,  etc.  and  applies  to  all  customers  in  the  State  Office  Buildings 
except  as  noted  below. 

STATE  HOUSE  Smoking  is  not  permitted  in  the  State  House  in  accordance  with  General  Laws, 
Chapter  270,  Section  22. 

LINDEMANN  BUILDING  The  smoking  policy  at  the  Lindemann  building  requires  the  staff 
who  smoke  to  use  bus  stop  type  areas  on  the  mezzanine  of  the  building.  For  the  in-patients  who 
smoke,  there  is  a  smoking  room  within  the  patient  area  of  the  building.  This  building  falls  within 
the  exception  for  Substance  Abuse  Treatment  Centers. 

ALL  OTHER  BUILDINGS  Effective  August  28,  1997,  smoking  is  not  permitted  in  any  Bureau 
Facility  in  accordance  with  General  Laws,  Chapter  270,  Section  22. 

PROCEDURE 

Any  person  observing  violations  to  this  policy  should  report  the  violation  to  the  Agency  Head, 
Cabinet  Officer  or  Legislative  Chairman  supervising  the  offending  employee  for  violations 
observed  in  the  State  House  and  to  the  Agency  Head  of  the  offending  employee  for  violations 
observed  in  The  Saltonstall,  McCormack,  Lindemann  and  Hurley  Buildings.  The  person 
observing  violations  should  also  alert  the  Director  of  State  House  Operations  for  violations 
observed  in  the  State  House  and  the  Deputy  Superintendent  for  Operations  for  violations 
observed  in  the  other  Bureau  Buildings  in  Government  Center.  Bureau  Staff  have  an  obligation 
to  help  identify  the  agency  of  an  offending  party  and  to  report  or  verify  violations  to  the  Agency 
Head. 
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BSB  POLICY  4-1 


April  1995 


Parking 

PURPOSE 

To  provide  orderly  and  safe  parking  in  BSB  parking  facilities  for  authorized  personnel  and 
visitors.  To  avoid  confusion  related  to  parking  or  the  acquisition  of  parking  spaces. 

To  set  forth  responsibilities  of  authorized  parkers. 
DEFINITIONS 

Illegal  Parking  Space  -  Any  space  within  the  facility  that  is  marked  with  a  "NO  PARKING"  sign 
or  a  sign  marked  "FERE  LANE"  and  other  areas  that  are  clearly  hazardous.  Any  space  other  than 
a  clearly  marked  parking  space. 

Handicapped  Accessible  Parking  Space  -  Any  space  marked  with  an  HP  sign  that  is  designated 
strictly  for  the  use  of  physically  disabled  persons. 

POLICY 

It  is  the  policy  of  the  Bureau  of  State  Office  Buildings  to  provide  orderly  parking  in  all  parking 
facilities  by  issuing  electronic  passes  and  placards  to  all  who  are  authorized  to  use  the  facilities. 
It  is  the  policy  to  enforce  the  use  of  electronic  passes  and  placards  and  to  remove  violating 
vehicles.  Constitutional  Officers,  Cabinet  Secretaries,  Legislative  Leaders,  or  Independent 
Agency  Heads  are  responsible  for  assigning  all  parking  spaces  allocated  to  their  agencies  by  the 
Bureau,  determining  the  needs  of  handicapped  employees  and  meeting  those  needs  through  the 
agency's  allocation.  It  is  the  responsibility  of  the  agency  to  provide  the  registration  number  of 
each  person  who  is  assigned  parking.  Employee  parking  in  Bureau  Facilities  is  limited  to  those 
who  work  in  Bureau  Facilities. 

LIABILITY 

It  is  the  policy  of  the  Bureau  of  State  Office  Buildings  that  any  person  accepting  parking 
privileges  in  a  BSB  parking  facility  agrees  to  save  harmless  the  Commonwealth  and  its  agents 
fi-om  any  losses  or  damage  the  person  parking  may  incur  while  using  BSB  parking  facilities. 
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PROCEDURE 


All  requests  for  parking,  including  handicapped  parking,  must  originate  in  writing  from  a 
Constitutional  Officer,  Cabinet  Secretary,  Legislative  Leader,  or  Independent  Agency  Head  or  a 
designated  liaison  from  each  agency. 

McCORMACK  PARKING  GARAGE  All  vehicles  parking  in  the  McCormack  Garage  must  be 
assigned  to  a  reserved  parking  space  or  have  temporary  one  day  visitor  passes.  All  vehicles  must 
park  in  the  space  reserved  for  that  vehicle.  No  vehicle  shall  park  in  a  space  marked  with  a  "NO 
PARKING"  or  FIRE  LANE"  sign.  No  vehicle  shall  gain  access  without  the  use  of  an  electronic 
access  card.  If  the  driver  forgets  the  elecfronic  parking  card,  the  driver  must  proceed  to  the 
Bureau's  Adminisfration  Offices  in  room  10  at  the  State  House  to  secure  a  one  day  temporary 
pass.  If  the  elecfronic  parking  card  is  lost,  there  is  a  $25  replacement  fee. 

SALTONSTALL  PARKING  GARAGE  All  vehicles  parking  in  the  Saltonstall  Parking  Garage 
must  do  so  in  an  orderly  manner.  Access  is  by  key-card  only;  no  vehicle  will  be  allowed  access 
without  a  card.  Placards  must  be  displayed  at  all  times  when  parked  in  the  garage.  No  vehicle 
shall  park  on  the  first  level  unless  it  is  assigned  a  reserved  parking  space  on  that  level.  All  spaces 
on  the  second  level  are  occupied  on  a  first  come,  first  serve  basis.  No  vehicle  shall  park  in  an 
area  marked  with  a  "NO  PARKING"  or  "FIRE  LANE"  sign.  No  vehicle  shall  park  in  a 
handicapped  accessible  space  without  proper  HP  identification.  If  no  legal  spaces  are  available, 
the  vehicle  must  proceed  to  the  100  Nashua  Sfreet  Lot.  Illegally  parked  vehicles  are  subject  to 
tow  and/or  the  loss  of  parking  privileges. 

100  NASHUA  STREET  LOT  All  vehicles  parking  in  the  100  Nashua  Street  lot  must  do  so  in 
an  orderly  manner.  Access  to  the  lot  is  by  card  only;  vehicles  without  cards  will  not  be  allowed 
access.  Placards  must  be  displayed  at  all  times  when  parked  in  the  lot.  All  spaces  in  Lot  B  are 
first  come,  first  serve.  No  vehicle  shall  park  in  a  space  marked  with  a  "NO  PARKING"  or 
"FIRE  LANE"  sign.  Illegally  parked  vehicles  are  subject  to  tow  or  the  loss  of  parking  privileges. 

HURLEY-LESTDEMANN  GARAGE  -  All  vehicles  parking  in  the  Hurley-Lindemann  Garage 
shall  do  so  in  an  orderly  maimer.  Access  is  by  card  only;  vehicles  without  cards  will  not  be 
allowed  access.  Placards  must  be  displayed  at  all  times  when  parked  in  the  garage.  All  parking 
on  the  Lindemann  side  of  the  garage  is  on  the  lower  level  and  is  first  come,  first  served.  All 
spaces  on  the  Hurley  side  of  the  garage  are  assigned  and  strictly  enforced.  No  vehicle  shall  park 
in  a  space  marked  with  a  "NO  PARKING  or  "FIRE  LANE"  sign. 
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BSB  POLICY  4-2 


April  1995 


Towing 

PURPOSE 

To  ensure  a  safe  and  orderly  parking  facility  by  enforcing  the  use  of  legal  parking  spaces.  To 
remove  vehicles  that  have  used  a  facility  without  proper  authorization. 

DEFINITIONS 

Parking  Violation  Notice  -  A  Bureau  notice  placed  on  the  windshield  of  vehicles  that  are  either 
illegally  parked  or  are  without  a  placard  displayed  on  the  dashboard.  These  notices  serve  as  a 
courtesy  warning;  no  fines  are  attached  to  said  notices. 

Placard  -  A  card  issued  by  the  Bureau  marked  with  the  designated  facility  in  which  the  vehicle  is 
authorized  to  park  and  the  corresponding  access  card  number.  The  card  will  also  have  the 
number  of  a  reserved  space  when  applicable.  The  placard  must  be  displayed  on  the  dashboard  of 
the  vehicle  at  all  times. 


POLICY 

It  is  the  poHcy  of  the  Bureau  of  State  Office  Buildings  to  tow  vehicles  that  are  either 
unauthorized  to  park  in  a  BSB  facility  or  have  received  three  or  more  parking  violation  notices. 
All  vehicles  are  towed  under  Bureau  supervision  and  are  done  so  at  the  owner's  expense. 

PROCEDURE 

Any  person  who  fails  to  follow  designated  parking  procedures  will  receive  a  parking  violation 
notice.  Copies  of  the  notice  will  be  sent  to  the  vehicle  owner,  their  agency  head,  and  the 
Superintendent  of  State  Office  Buildings. 

Unacceptable  parking  procedures  include: 

•  Parking  in  a  space  marked  "No  Parking"  or  "Fire  Lane". 

•  Parking  in  a  Handicapped  space  without  proper  HP  identification. 

•  Blocking  access  to  a  Handicapped  space. 

•  Not  having  a  placard  clearly  displayed  on  the  dashboard. 

•  Parking  in  an  unauthorized  facility. 
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Any  vehicle  receiving  three  or  more  of  these  notices  will  be  subject  to  be  towed  at  the  owner's 
expense.  Additionally,  parking  privileges  may  be  suspended  or  forfeited.  Unidentifiable 
vehicles  may  be  towed  without  prior  notice. 

BSB  PROCEDURE  FOR  TOWING 

•  Before  towing  an  authorized  vehicle,  the  owner  will  have  received  at  least  two 
parking  violation  notices.  The  third  notice  may  result  in  the  towing  of  said  vehicle. 
A  vehicle  will  receive  a  violation  notice  for  the  reasons  set  forth  in  Bureau  POLICY 
4-2. 

•  There  are  four  copies  of  each  violation  notice.  The  first  copy  will  be  placed  on  the 
windshield  of  the  vehicle,  the  second  copy  will  be  sent  to  the  vehicle  owner's  agency 
head,  the  third  copy  will  be  sent  to  the  Bureau  parking  administrator  and  the  fourth 
copy  will  be  sent  to  the  Superintendent. 

•  Before  issuing  the  third  violation  notice,  the  Bureau  will  make  an  attempt  to  contact 
the  owner  of  the  vehicle  in  danger  of  being  towed. 

•  When  a  vehicle  receives  a  third  violation  notice  and  all  of  the  above  conditions  are 
met,  the  Bureau  will  arrange  to  tow  the  vehicle. 
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BSB  POLICY  4-3 


November  1995 


Parking  Passes 


PURPOSE 

To  establish  a  clear  chain  of  command  to  prevent  confusion  in  the  process  of  acquiring  parking 
privileges. 


DEFINITIONS 


Parking  Liaison-  A  person  designated  by  a  department  Secretariat  to  communicate  parking 
requests  and  problems  to  the  Bureau  Parking  Administrator. 

Bureau  Parking  Administrator  -  The  person  in  the  Bureau  responsible  for  handling  parking 
requests  and  problems  and  for  assigning  temporary  parking  spaces  pursuant  to  this  policy. 


POLICY 

It  is  the  policy  of  the  Bureau  of  State  Office  Buildings  that  each  Secretariat  and  Constitutional 
Office  are  assigned  a  proportionate  number  of  spaces.  It  is  the  responsibility  of  the  agency  to 
determine  who  will  receive  the  spaces.  The  agency  will  have  a  single  person  designated  to  act  as 
a  parking  liaison.  This  liaison  will  be  responsible  for  communicating  all  parking  requests  to  the 
Bureau. 


PROCEDURE 


All  requests  for  new  placards,  electronic  cards  and  space  assignments  must  be  made  through  the 
agency's  parking  liaison.  The  agency's  parking  liaison  shall  forward  all  requests  in  writing  to 
the  Superintendent  or  his  designee  and  shall  include  the  name  of  the  person  seeking  parking,  the 
agency,  the  make  and  registration  number  of  the  vehicle  assigned  the  space.  Any  other  request 
will  be  disregarded  or  referred  back  to  the  liaison. 

Agencies  or  individuals  requiring  replacement  of  lost  electronic  cards  must  pay  a  $25  , 
replacement  fee  (checks  made  payable  to  the  Commonwealth  of  Massachusetts)  unless  waived 
by  the  Superintendent. 
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BSB  POLICY  4-4 


April  1995 


Temporary  Visitor  Parking 

PURPOSE 

To  accommodate  tenant  agencies  and  Constitutional  offices  by  providing  limited  temporary 
visitor  parking  for  those  people  whom  they  meet  to  conduct  Commonwealth  of  Massachusetts 
business. 

DEFINITIONS 

Bureau  Parking  Administrator  -  The  person  in  the  Bureau  responsible  for  handling  parking 
requests  and  problems  and  for  assigning  temporary  parking  spaces  pursuant  to  this  policy  . 

Temporary  Visitor  Parking-  The  limited  number  of  unoccupied  spaces  that  the  Bureau  has  from 
time  to  time  and  makes  available  for  parking  on  a  temporary  basis.  These  spaces  which  are 
assigned  on  a  single  day  basis  do  not  require  a  placard  but  do  require  an  electronic  parking  card. 

POLICY 

It  is  the  policy  of  the  Bureau  of  State  Office  Buildings  to  provide  limited  temporary  visitor 
parking  whenever  possible  for  the  use  of  tenant  agencies  and  Constitutional  offices.  All 
temporary  visitor  parking  privileges  must  be  arranged  through  the  agency  parking  liaison. 

PROCEDURE 

All  requests  for  temporary  visitor  parking  must  be  received  by  the  Bureau  Customer  Service 
Administrator  not  less  than  forty-eight  (48)  hours  in  advance.  All  requests  must  be  in  writing 
and  include  the  visitor's  name,  make,  model  and  registration  number  of  the  visiting  vehicle.  All 
other  requests  will  be  disregarded.  The  Bureau  will  assure  a  fair  and  equitable  distribution  of  the 
limited  visitor  parking  spaces.  All  temporary  visitor  parking  users  must  follow  the  guidelines  set 
forth  in  BSB  POLICY  4-1. 

All  who  are  granted  a  temporary  visitor  parking  space  must  report  to  the  Bureau's  Administrative 
Offices  in  Room  10  at  the  State  House  by  entrance  door  #21  on  Deme  Street,  to  receive  an 
electronic  access  card.  The  visitor  must  submit  a  Driver's  License  to  secure  a  card  which  will  be 
held  until  the  card  is  returned.  Visitors  will  be  charged  a  $25  fee  if  the  card  is  lost  while  in  their 
possession. 
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BSB  POLICY  4-5 


April  1995 


Loss  or  Damage  to  Vehicles  in  Bureau  Parldng  Facilities 

PURPOSE 

To  establish  guidelines  for  any  tort  claims  that  are  a  result  of  a  vehicle  loss  or  damage  while 
parked  in  a  Bureau  parking  facility. 

DEFINITIONS 

Loss  -  A  vehicle  which  is  stolen  or  has  items  within  it  stolen. 


Damage  -  Includes  scrapes,  dents,  stains  and  broken  glass  incurred  by  a  vehicle  while  parked  in 
a  Bureau  facility. 

POLICY 

It  is  the  policy  of  the  Bureau  of  State  Office  Buildings  to  assume  no  responsibility  for  the  loss  or 
damage  incurred  to  vehicles  parked  within  Bureau  parking  facilities. 

PROCEDURE 

All  incidents  regarding  the  loss  or  damage  of  a  vehicle  or  its  contents  should  be  reported  to  the 
Bureau  Administration.  Claims  may  be  forwarded  to  the  Executive  Office  of  Administration  and 
Finance,  Attention:  Tort  Claims,  State  House,  Room  373,  Boston,  Massachusetts  02133.  All 
claims  shall  include  as  the  first  sentence:  "  This  letter  serves  as  a  notice  of  presentment  as 
required  by  Massachusetts  General  Laws  Chapter  258,  Section  1  et  seq." 
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BSB  POLICY  4-6 


April  1995 


Handicapped  Accessible  Parking 

PURPOSE 

To  provide  handicapped  accessible  parking  and  ensure  a  fair  and  equitable  distribution  of 
handicapped  parking  privileges. 

POLICY 

It  is  the  policy  of  the  Bureau  of  State  Office  Buildings  to  provide  separate  spaces  in  its  parking 
facihties  designated  as  handicapped  spaces.  Requests  for  handicapped  parking  spaces  are  in  the 
same  manner  as  for  regular  spaces  as  outlined  in  BSB  POLICY  4-3. 

PROCEDURE 

All  Bureau  spaces,  including  handicapped  accessible  spaces,  are  assigned  through  agency 
liaisons. 

Agencies  can  fill  their  Agency  needs  for  Handicapped  Accessible  Parking  in  two  ways. 

Regulation  Spaces  The  25  regulation  Handicapped  spaces  in  the  Bureau  Parking 
Facilities  (13  in  the  McCormack  Garage  and  12  in  the  Saltonstall  Garage)  are  assigned 
according  to  a  waiting  list.  Historically,  these  spaces  have  been  assigned  to  permanently 
disabled  employees  with  HP  license  plates  on  a  first  come,  first  served  basis.  Once  the 
user  leaves  state  service,  the  Handicapped  parking  space  reverts  back  to  the  Bureau  for 
reassignment  to  the  next  person  on  the  waiting  list.  An  HP  license  plate  is  required  in 
order  for  a  person  to  be  considered  for  assignment  to  one  of  these  handicapped  accessible 
spaces. 

Non-Regulation  Spaces  (Out  of  Agency  Allocation)  Regularly  allocated  spaces  may  be 
used  by  Agencies  to  meet  their  needs.  These  spaces  are  NOT  regulation  size. 

It  is  the  responsibility  of  that  agency  to  determine  the  needs  of  its  employees  and  assign  the 
allocated  spaces  justly.  If  an  agency  needs  a  handicapped  accessible  space  and  is  at  its  space  . 
allocation,  that  agency  must  reassess  its  parking  allocations  and  make  adjustments  to 
accommodate  the  handicapped  parking  need. 
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BSB  POLICY  4-7 


April  1995 


Access  to  State  House  Garage 

PURPOSE 

To  ensure  the  security  of  the  State  House  Garage  and  the  vehicles  within  by  establishing  a  clear 
procedure  for  the  opening  and  closing  of  the  entrance  gates  at  the  State  House  Garage. 

POLICY 

It  is  the  policy  of  the  Bureau  of  State  Office  Buildings  to  secure  the  State  House  Garage  with  a 
gate  equipped  with  an  electronic  timing  mechanism.  Only  Representatives  and  Senators  shall 
have  access.  It  is  Bureau  policy  that  the  Senate  President  and  the  Speaker  of  the  House  designate 
and  assign  all  spaces  within  the  State  House  Garage.  Their  offices  hold  the  assignees  responsible 
for  the  proper  use  of  the  cards  assigned  to  them.  It  is  the  responsibility  of  those  parked  within 
the  garage  to  report  any  safety  or  security  incidents  that  may  occur  in  the  garage. 

PROCEDURE 

The  State  House  Garage  entrance  gate  shall  open  at  6:00  A.M.  and  close  at  9:00  P.M.  The  gate 
is  controlled  by  a  timer  and  should  be  closed  with  the  exception  of  above  mentioned  hours.  If  a 
gate  is  found  open  between  9:00  P.M.  and  6:00  A.M.,  it  is  the  responsibility  of  the  Bureau 
parking  staff  to  secure  the  gate.  Garage  users  should  notify  the  Park  Rangers  of  any  incidents 
regarding  the  gate  and  also  file  a  Bureau  incident  report  about  any  safety  problems  encountered. 
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BSB  POLICY  4-8 


November,  1997 


Maintenance  of  Parking  Records 

PURPOSE 

To  track  the  improper  use  of  cards;  to  determine  whether  a  card  is  being  used;  to  determine  time 
periods  when  there  are  system  problems,  vandalism,  or  other  security  issues  and  to  develop 
histories  of  high/low  period  activity. 

DEFINITIONS 

Activity  Logs  Printouts  of  information  recorded  by  the  card  readers  installed  at  the  entrance  and 
exit  of  each  Bureau  parking  facility. 

Authorized  Parkers  Individuals  the  Superintendent  identifies  as  government  employees  or  state 
appointees  having  official  business  at  a  Bureau  facility. 

Bureau  Parking  Administrator  The  person  in  the  Bureau  responsible  for  handling  parking 
requests  and  problems  and  for  assigning  temporary  parking  spaces  pursuant  to  BSB  Policy  4-4. 

Parking  Liaison  A  person  designated  by  a  Department  Head  to  communicate  with  the  Bureau  on 
behalf  of  the  Agency. 

POLICY 

Authorized  Parkers  are  required  to  provide  to  the  Bureau  their  name,  agency  name  and  vehicle 
registration  number. 

The  Bureau  maintains  only  those  records  it  needs  for  parking  operations.  These  records  include 
lists  of  Authorized  Parkers  and  required  information  and  activity  logs  showing  all  entrance/exit 
activity  recorded  on  its  computers  by  the  card  readers  in  its  parking  facilities.  The 
Superintendent  will  only  release  parking  records  pursuant  to  state  and  federal  laws. 

Activity  logs  are  kept  for  the  current  and  previous  months  only. 
PROCEDURE  — 

The  Parking  Administrator  only  works  with  the  Parking  Liaison  to  maintain  lists  of  Authorized 
Parkers. 

Activity  Logs  will  be  deleted  on  the  first  day  of  the  month  following  the  succeeding  month, 
(e.g.:  January's  logs  will  be  deleted  March  1,  June's  logs  will  be  deleted  August  1) 
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BSB  POLICY  5-1 


April  1995 


Loading  Docks 


PURPOSE 

To  ensure  the  security  of  State  Office  Buildings  by  setting  and  enforcing  hours  and  conditions 
for  loading  dock  operation.  To  minimize  damage  to  loading  dock  doors. 


DEFINITIONS 


Loading  Dock  Hours  of  Operation  -  The  hours  designated  by  the  Superintendent  of  State  Office 
Buildings  that  vendors  may  deliver  goods  and/or  services. 


POLICY 

It  is  the  policy  of  the  Bureau  of  State  Office  Buildings  to  limit  and  enforce  the  hours  of  loading 
dock  operation  and  to  require  a  State  Police  detail  for  contractors  who  wish  to  utilize  the  loading 
dock  after  hours. 


PROCEDURE 


The  following  are  the  designated  hours  of  operation  for  Bureau  loading  docks: 


State  House 

Saltonstall 

McCormack 

Hurley 

Lindemann 


Monday  through  Friday 

7 

00 

A.M. 

-5:00 

P.M. 

Monday  through  Friday 

8 

00 

A.M. 

-4:00 

P.M. 

Monday  through  Friday 

8 

00 

A.M. 

-4:00 

P.M. 

Monday  through  Friday 

7 

00 

A.M. 

-5:00 

P.M. 

Monday  through  Friday 

8 

00 

A.M. 

-4:00 

P.M. 

The  hours  of  operation  are  posted  at  each  loading  dock.  All  vendors  must  sign  a  log  book  and 
provide  the  following:  name,  date,  time,  company,  destination,  and  vehicle  registration  number. 
All  contractors  must  show  written  proof  that  any  work  they  are  scheduled  to  do  has  been  pre- 
approved  by  the  Bureau  or  DCPO.  It  shall  be  the  responsibility  of  the  respective  Building 
Manager  to  review  and  initial  the  log  book  on  a  weekly  basis.  The  Building  Manager  shall  report 
all  infractions  to  the  Bureau  Director  of  Safety  and  Security  and  file  an  incident  report.  No 
contractor  shall  be  given  access  to  the  loading  docks  without  producing  a  contractor  work  permit 
signed  by  the  Superintendent. 
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All  off-hours  deliveries  must  be  scheduled  in  advance  with  the  Deputy  Superintendent  of 
Operations.  Delivery  trucks  are  generally  limited  to  30  minutes  at  a  loading  dock.  Delivery  and 
construction  personnel  must  shut  off  their  engines,  leave  their  keys  with  a  Bureau  staff  person, 
and  follow  all  instructions  of  the  Bureau  staff  If  a  company  or  individual  repeatedly  fails  to 
follow  procedures,  chat  company  will  be  given  a  warning.  If  problems  persist,  that  company  will 
be  banned  from  Bureau  facilities  for  a  period  of  not  less  than  thirty  days. 

When  a  contractor  is  working  in  the  building  after  hours  and  is  using  the  loading  dock  on  a 
regular  basis,  the  Bureau  will,  at  its  discretion,  require  extra  personnel  which  may  include 
Bureau  staff,  private  security  through  its  contractor  or  personnel  from  the  agency  having  the 
work  done. 
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BSB  POLICY  6-1 


April  1995 


Renovation/Modification  of  Office  Space  by  Bureau  Tenant  Agencies 
PURPOSE 

To  regulate  the  structure  and  office  space  within  Bureau  facilities.  To  assure  the  safety  of  tenants 
by  ensuring  that  construction  meets  building  codes  and  does  not  compromise  the  structural 
stability  of  the  building. 

DEFINITIONS 

Contractor  Work  Permit  -  A  five  part  form  that  must  be  signed  by  the  Superintendent  before  an 
agency  may  have  materials  delivered  or  work  begun  by  an  outside  contractor. 

Modification  -  Any  work  done  to  substantially  replace  or  reconfigure  oiffice  space.  Any  work 
that  will  require  additional  electrical  or  heating  and  cooling  or  will  impact  the  air  distribution 
systems  in  an  office  area.  This  includes  changing  carpets,  moving  portable  wall  partitions,  etc. 

Renovation  -  Any  major  work  done  to  alter  office  space.  This  would  include  ceiling  work,  floor 
work,  adding  or  removing  walls,  and  any  work  that  could  disrupt  the  flow  of  ventilation,  heating 
and  cooling. 

POLICY 

It  is  the  policy  of  the  Bureau  of  State  Office  Buildings  that  any  agency  wishing  to  modify  or 
renovate  office  space  must  notify  and  receive  written  approval  fi"om  the  Bureau  on  the  Contractor 
Work  Permit  Form  prior  to  beginning  any  such  projects. 

PROCEDURE 

Any  Bureau  Tenant  Agency  wishing  to  modify  or  renovate  its  office  space  shall  notify  BSB  and 
DCPO  in  advance  of  any  modification  or  renovation  of  office  space  through  the  permit 
application  process.  Permit  forms  are  available  fi-om  the  Bureau's  Operations  Office  located  in 
Room  107,  McCormack  Building  or  in  Room  1 15  of  the  State  House.  The  notification  shall 
include  the  scope  of  work,  hours  work  will  be  performed,  and  th&names  of  contractors  providing 
the  service.  Individual  building  managers  shall  also  be  notified  of  said  projects.  A  substantial 
renovation  will  require  approval  fi"om  the  DCPO  Space  Planner.  Outside  contractors  hired  by 
agencies  to  perform  a  service  will  be  responsible  for  showing  written  proof  of  Bureau  and/or 
DCPO  approval. 
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It  is  not  the  Bureau's  responsibility  to  provide  materials  or  labor  for  any  modification  or 
renovation  of  office  space.  Overtime  costs  for  the  use  of  Bureau  employees  for  such  purposes 
shall  be  paid  by  the  agency  receiving  the  services. 
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BSB  POLICY  7-1 


April  1995 


Construction  and  Renovation  by  BSB 

PURPOSE 

To  establish  and  enforce  a  clear  procedure  for  Bureau  employees  and  management  to  assure  all 
work  is  done  on  a  priority  basis. 

DEFINITIONS 

Contractor  Work  Permit  -  A  five  part  form  that  must  be  signed  by  the  Superintendent  before  an 
agency  may  have  materials  delivered  or  work  begun  by  an  outside  contractor. 

Work  Order  System  -  A  system  for  the  timely  completion  of  work  by  Bureau  Trades  Staff  The 
Trades  Manager  assigns  Bureau  Staff  to  electrical,  carpentry,  painting  and  masonry  projects  in 
accordance  with  priorities  established  by  the  Superintendent. 

POLICY 

It  is  the  policy  of  the  Bureau  of  State  Office  Buildings  that  any  outside  vendor  construction  or 
renovation  must  be  reviewed  and  approved  by  the  Superintendent.  Agency  Liaisons  must  report 
Emergency  Projects  stemming  fi*om  acts  of  vandalism  to  the  Deputy  Superintendent  of 
Operations  and  the  Director  of  Safety  and  Security. 

PROCEDURE 

Work  by  BSB  staff  requires  that  the  work  order  system  must  be  used  for  any  modification  or 
renovation,  including  masonry,  locksmith,  electrical,  carpentry  or  painting  work  that  needs  to  be 
performed.  The  only  exceptions  are  for  routine  maintenance  and  emergencies.  For  any  work 
which  is  to  be  reimbursed  to  the  Bureau,  no  work  will  begin  until  funds  have  been  encumbered 
for  payment  by  the  agency. 

Vandalism  Any  special  problems  that  appear  to  be  the  result  of  abuse  by  a  tenant  agency  or 
vandalism  will  be  reviewed  individually  to  establish  responsibility.  All  such  cases  shall  be 
reported  to  the  Deputy  Superintendent  of  Operations  and  the  Director  of  Safety  and  Security.  At 
this  point  an  incident  report  shall  also  be  filed  to  ensure  a  clear  and  accurate  account  of  the 
situation.  An  incident  report  form  will  be  completed  for  all  such  instances  by  the  appropriate 
Bureau  employee. 

Building  Managers  shall  be  responsible  for  ensuring  all  maintenance  deficiencies  are  reported 
and  corrected  through  the  work  order  process. 

Work  orders  are  recorded  by  the  Secretary  in  Operations  and  may  be  initiated  by  the  Building 
Supervisors  and  by  Bureau  Managers. 
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BSB  POLICY  8-1 


April  1995 


Community  Team  Use 

PURPOSE 

To  ensure  that  all  work  performed  by  the  Community  Team  is  done  so  on  a  priority  basis. 
DEFINITIONS 

Community  Team  -  Inmate  workers  from  the  Department  of  Corrections  that  are  used  by  the 
Commonwealth  of  Massachusetts  under  Department  of  Corrections  supervision. 

POLICY 

It  is  the  policy  of  the  Bureau  of  State  Office  Buildings  that  all  work  performed  by  the 
Community  Team  shall  be  scheduled  by  the  State  House  Manager  for  work  to  be  performed  in 
the  State  House  or  the  Deputy  Superintendent  for  Operations  for  all  other  Bureau  buildings. 

PROCEDURE 

All  work  to  be  performed  by  the  Community  Team  shall  be  scheduled  and  prioritized  by  the 
State  House  Manager  or  the  Deputy  Superintendent  of  Operations.  All  requests  will  be 
processed  through  their  offices. 
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BSB  POLICY  9-1 


April  1995 


Signs 


PURPOSE 


To  establish  and  maintain  an  orderly  and  professional  appearance  within  Bureau  of  State  Office 
Building  facilities. 


POLICY 

It  is  the  policy  of  the  Bureau  of  State  Office  Buildings  to  enhance  the  appearance  of  state  office 
buildings  by  prohibiting  the  use  of  paper  signs  in  Bureau  facilities. 


PROCEDURE 


SALTONSTALL  AND  McCORMACK 

The  Bureau  will  be  responsible  for  placing  signs  in  all  common  areas  including  lobbies  and 
corridors.  Signs  required  for  individual  office  areas  shall  be  the  responsibility  of  the  tenant 
agency.  Paper  signs  are  unacceptable  in  Bureau  facilities  except  for  temporary  signs  used  while 
awaiting  the  production  of  permanent  signs.  All  paper  signs  used  shall  be  posted  on  a  bulletin 
board  following  the  procedures  outlined  in  Bureau  POLICY  2-1.  Failure  to  adhere  to  this 
policy  will  result  in  the  removal  of  the  sign. 

STATE  HOUSE.  HURLEY-LINDEMANN 

No  paper  signs  shall  be  allowed  except  on  a  temporary  basis.  Agencies  needing  signs  may  order 
them  individually  or  through  the  Bureau.  Any  temporary  paper  signs  must  be  posted  following 
Bureau  POLICY  2-1.  Failure  to  adhere  to  this  policy  will  result  in  the  removal  of  the  sign. 

ADA  COMPLL\NCE 

Bureau  signs  will  conform  to  ADA  requirements.  Signs  not  conforming  to  ADA  standards  will 
be  replaced  as  time  and  materials  permit. 
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BSB  POLICY  10-1 


April  1995 


Bureau  Conference  Rooms 


PURPOSE 

To  establish  guidelines  for  the  control  and  use  of  the  conference  rooms  within  Bureau  buildings. 
To  avoid  any  confusion  or  scheduling  problems  for  use  of  the  conference  rooms. 

DEFINITIONS 

Bureau  Conference  Rooms  -  Bureau  conference  rooms  are  identified  as  the  conference  rooms 
within  the  McCormack  and  Saltonstall  Buildings.  The  McCormack  conference  rooms  are  rooms 
1,  2  and  3  on  the  21st  floor.  The  Saltonstall  conference  rooms  are  rooms  207,  208  and  1 108. 

POLICY 

It  is  the  policy  of  the  Bureau  of  State  Office  Buildings  that  all  requests  for  reservations  for  the 
use  of  the  conference  rooms  be  done  by  completing  a  Conference  Room  Application  Form. 

It  is  the  policy  of  the  Bureau  of  State  Office  Buildings  to  require  the  party  reserving  a  conference 
room  to  be  responsible  for  leaving  a  conference  room  in  a  reasonable  state  of  cleanliness  for 
those  who  may  use  the  room  after  them.  The  user  is  responsible  for  disposing  trash  in 
receptacles  and  removing  signs,  decorations,  fasteners  and  tape. 

PROCEDURE 

State  House  rooms  are  booked  in  accordance  with  the  Events  Policy  found  at  BSB  Policy  1-2. 

Only  state  entities  may  use  the  Conference  Rooms  located  in  the  McCormack  and  Saltonstall 
Buildings. 

An  agency  wanting  to  reserve  a  conference  room  in  the  Saltonstall  or  McCormack  Buildings  may 
do  so  by  completing  a  Conference  Room  Application  Form  no  later  than  1 :00  P.M.  the  Friday 
preceding  the  date  requested.  The  Applicant  must  provide  the  name  of  the  agency  contact,  the 
telephone  number  and  the  number  of  participants.  Each  week,  the  Bureau's  Operation's  Office 
produces  McCormack  and  Saltonstall  conference  room  schedules  by  1 :00  P.M.  Friday.  These 
schedules  are  posted  by  7:00  A.M.  the  following  Monday  on  the  lobby  bulletin  boards  of  the 
State  House,  McCormack  and  Saltonstall  Buildings,  outside  each  conference  location  and  in  the 
Superintendent's  Office. 
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Reservations  are  accepted  on  a  first  come,  first  served  basis  determined  by  the  time  of  receipt  of 
the  completed  AppUcation  Form.  The  Bureau  reserves  the  right  to  move  an  agency  to  another 
conference  room.  If  an  agency  is  moved,  every  attempt  will  be  made  to  provide  early 
notification. 

Cancellations  may  be  telephoned  but  must  be  followed  up  in  writing. 

It  will  be  the  responsibility  of  the  Bureau  to  provide  routine  maintenance  to  all  conference 
rooms.  All  rooms  will  be  cleaned  and  prepared  each  morning  for  that  day.  During  the  day  it  will 
be  the  responsibility  of  those  using  the  room  to  maintain  its  cleanliness.  The  Bureau  will  provide 
labor  to  those  who  find  the  room  unacceptable.  All  postings  for  meetings  are  required  to  comply 
with  Bureau  POLICY  9-1  and  2-1. 

If  any  of  the  above  procedures  are  not  completed  the  request  for  the  conference  room  will  be 
denied. 
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BSB  POLICY  11-1 


April  1995 


Building  SupervisorAVorking  Foreman  Daily  Operating  Procedures 
PURPOSE 

To  establish  and  maintain  a  clear  procedure  for  Building  Supervision  and  to  identify  Bureau 
Staff.  To  maintain  a  professional  appearance  for  all  Bureau  buildings  and  employees.  To  assure 
all  tenants  receive  professional  courteous  attention. 

POLICY 

It  is  the  policy  of  the  Bureau  of  State  Office  Buildings  to  set  and  enforce  standard  working 
procedures  for  its  employees.  It  is  the  responsibility  of  the  Deputy  Superintendent  for 
Operations  and  the  Director  of  State  House  Operations  to  set  such  standards. 

PROCEDURE 

•  All  employees,  including  Building  Managers  and  Working  Foremen,  shall  wear  their 
blue  and  white  identification  tags  daily. 

•  In  addition,  Bureau  Maintenance  Staff,  including  Foremen,  shall  wear  uniforms. 

•  The  flags  shall  be  displayed  everyday,  weather  permitting. 

•  All  outside  doors  shall  be  unlocked  by  7:00  A.M. 

•  The  pest  control  contractor  shall  provide  the  best  possible  service  for  Bureau  tenants. 
Tenants  shall  notify  the  Bureau  when  control  efforts  are  ineffective. 

•  All  passenger  and  freight  elevators  shall  be  inspected  every  morning  to  assure  they 
are  working  properly. 

•  All  stairways  shall  be  inspected  every  morning  for  proper  lighting  and  door  operation. 

•  All  public  and  employee  restrooms  shall  be  clearly  marked  and  periodically  inspected 
to  confirm  they  are  clean,  adequately  supplied  and  in  working  order. 

•  All  entrances  and  outside  areas  of  all  State  Office  Buildings  shall  be  swept  and 
cleaned  and  clear  of  snow  and  ice  as  practicable. 

The  Bureau  encourages  all  state  employees  and  visitors  to  bring  complaints  first  to  the  Deputy 
Superintendent  for  Operations  or  the  Director  of  State  House  Operations.  If  the  response  is 
unsatisfactory,  the  Superintendent  should  be  contacted. 
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BSB  POLICY  12-1 


April  1995 


Recycling 

PURPOSE 

To  establish  and  maintain  a  clear  policy  and  procedure  for  the  recycling  of  office  materials  used 
in  Bureau  buildings.  To  follow  the  direction  set  forth  in  the  Clean  State  Initiative  working  with 
the  Executive  Office  of  Environmental  Affairs. 

DEFINITIONS 

Recyclable  Material  -  Materials  used  within  the  office  environment  that  can  be  reused  or 
reprocessed  for  future  use.  Materials  include  paper,  plastic,  glass  and  aluminum  products. 

POLICY 

It  is  the  policy  of  the  Bureau  of  State  Office  Buildings  to  follow  and  provide  means  for  following 
the  Clean  State  Initiative.  It  is  Bureau  policy  to  require  its  agencies  to  recycle  all  waste  that  is 
suitable  for  recycling. 

PROCEDURE 

All  agencies  are  required  to  recycle  office  waste  using  the  receptacles  that  have  been  provided. 
All  plastic  and  aluminum  products  should  be  cleaned  and  left  for  pick  up  by  the  cleaning 
contractors. 
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BSB  POLICY  13-1 


April  1995 


After-Hours  Energy  Consumption 

PURPOSE 

To  ensure  all  Bureau  tenants  have  a  comfortable  working  environment  when  conducting  business 
after  regular  working  hours.  To  conserve  energy  and  taxpayers'  money  through  efficient  use  of 
the  buildings'  heating,  ventilation  and  air  conditioning  (HVAC)  equipment.  To  establish  a  policy 
and  procedure  to  charge-back  agencies  for  off-hour  operation  of  the  HVAC  equipment. 

DEFINITIONS 

Charge-Back  Fee  -  A  fee  charged  to  tenants  for  maintenance  and  operation  costs  for  the  heating 
and  cooling  plant  and  all  associated  utility  costs  including  gas,  electricity,  water,  and  steam.  The 
fee  is  assessed  when  a  tenant  agency  requests  utility  use  outside  of  normal  working  hours. 

Regular  Working  Hours  -  Normal  business  hours  are  determined  by  the  Bureau  to  be  8:00  A.M. 
to  6:00  P.M.,  Monday  through  Friday.  During  these  hours  it  is  the  Contractor's  responsibility  to 
adequately  maintain  the  HVAC  equipment  to  assure  an  indoor  space  temperature  of  72°  F  and 
50%  Relative  Humidity  with  a  range  of  plus  or  minus  2°  F  and  plus  or  minus  10%  RH. 
Normally  the  temperature  in  any  area  of  the  building  shall  not  fall  below  68°  F  during  occupied 
heating  hours  and  above  78°  F  during  occupied  cooling  hours. 

POLICY 

It  is  the  policy  of  the  Bureau  of  State  Office  Buildings  to  provide  and  finance  a  comfortable 
working  environment  during  regular  working  hours.  It  is  Bureau  policy  to  charge-back  agencies 
for  all  off-  hour  operating  cost.  Due  to  the  high  cost  of  providing  utility  service  during  off-hours, 
the  Bureau  does  not  encourage  selective  after  hours  usage. 

PROCEDURE 

An  agency  wishing  to  continue  its  utility  service  after  established  regular  working  hours  or  on  . 
weekends,  must  submit  its  request  to  the  Bureau  in  advance.  The  Bureau  will  provide  the 
requested  service  and  Charge-back  the  costs  to  the  agency  requesting  the  services.  Weekend 
usage  will  be  charged-back  with  a  additional  three  hours  added  to  account  for  the  additional  time 
required  to  bring  the  building  to  a  comfortable  temperature. 
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SALTONSTALL  AND  McCORMACK  BTHLDINGS 

Because  it  is  not  possible  to  heat  or  cool  just  one  area  of  a  high  rise,  it  is  necessary  to  provide  the 
heating  or  cooling  to  half  the  building.  Costs  associated  to  heat  or  cool  one  area  include  the 
heating  and  cooling  of  half  the  building.  If  more  than  one  agency  within  the  same  zone  requests 
after-hour  utilities,  the  cost  will  be  equally  divided. 

ERICH  LINDEMANN  CENTER 

The  Bureau  provides  heating  and  cooling  twenty-four  hours  a  day. 
CHARLES  F.  HURLEY  BUILDING 

The  procedure  is  the  same  as  the  Saltonstall  and  McCormack,  however  DET,  due  to  the  costs 
associated  with  utilities,  prohibits  its  employees  from  working  after  hours  and  weekends. 

STATE  HOUSE 

Like  the  high-rises,  the  HVAC  equipment  at  the  State  House  does  not  allow  for  zone  heating. 
Heating  one  area  of  this  building  cannot  be  accomplished  without  heating  or  cooling  the  entire 
building.  A  mechanical  engineer  must  be  present  to  ensure  quick  reaction  to  any  related 
problems.  The  Charge-back  does  not  apply  when  the  Legislature  is  in  session. 

Under  special  circumstances,  the  Charge-back  may  be  waived  by  the  Superintendent. 
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BSB  POLICY  14-1 


April  1995 


Fire  and  Emergency  Evacuation  Plan 

PURPOSE 

The  Bureau  has  the  responsibility  to  minimize  danger  to  life  and  property  arising  from  the  effects 
of  attack,  fire,  explosion,  earthquake,  serious  weather  disturbance,  and  other  disasters  affecting  a 
state  building  occupied  by  state  agencies. 

DEFINITIONS 

Occupant  Emergency  Plan  -  The  specific  evacuation  plan  established  for  each  Bureau  building. 
Copies  of  all  Occupant  Emergency  Plans  are  located  in  each  Building  Manager's  office,  as  well 
as  on  file  with  Bureau  of  State  Office  Buildings,  Room  10,  State  House. 

Floor  Evacuation  Team  Leader  -  Agency  personnel  trained  to  advise  and  direct  tenants  during 
fire  drills  and  actual  emergencies. 

POLICY 

It  is  the  policy  of  the  Bureau  of  State  Office  Buildings  that  all  Bureau  buildings  have  detailed 
Occupant  Emergency  Plans.  The  Bureau  also  maintains  a  network  of  Floor  Evacuation  Team 
Leaders  from  every  agency  and  work  area.  These  Floor  Evacuation  Team  Leaders  are  trained 
tenant  agency  personnel  familiar  with  the  Occupant  Emergency  Plan.  In  addition,  they  assist  the 
Bureau  with  appointing  agency  personnel  to  various  Evacuation  Team  positions,  assist  the 
Bureau  with  fire  safety  issues  on  his/her  floor  and  advise  and  direct  tenants  during  fire  drills  and 
actual  emergencies.  Bureau  staff  shall  meet  with  Floor  Evacuation  Team  Leaders  approximately 
every  six  months. 

PROCEDURE 

It  shall  be  the  responsibility  of  all  Floor  Evacuation  Team  Leaders  to  be  familiar  with  the 
Occupant  Emergency  Plan  for  their  building  as  well  as  keep  current  records  of  all  handicapped  . 
personnel.  All  tenants  of  a  work  area  are  required  to  obey  the  direction  of  their  Floor  Evacuation 
Team  Leader  during  an  emergency  situation  as  well  as  adhere  to  the  Occupant  Emergency  Plan. 
If  for  any  reason  a  Floor  Evacuation  Team  Leader  leaves  his  position  in  State  Government  or 
transfers  to  another  location,  it  is  his  responsibility  to  inform  the  Bureau  of  his  departure. 
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BSB  POLICY  15-1 


January  1997 


Safety  and  Security 

PURPOSE 

To  ensure  the  safety  and  security  of  all  Customers  in  Bureau  buildings 
POLICY 

It  is  the  policy  of  the  Bureau  of  State  Office  Buildings  to  provide  a  safe  and  secure  working 
environment  for  all  its  Customers. 


PROCEDURE 

Agency  Liaisons  shall  be  required  to  report  security  or  safety  concerns  in  writing  by  the 
completion  of  a  Bureau  of  State  Office  Buildings  Incident  Report  or  by  writing  to  the 
Superintendent  of  State  Office  Buildings,  Room  10,  State  House,  Boston,  MA.  02133. 

The  Bureau  works  with  the  following  to  maintain  secure  facilities: 

•  State  Police 

•  Park  Rangers 

•  Private  Security  Firm 

•  State  Fire  Marshal 

•  Boston  Fire  Department 

The  following  are  not  permitted  inside  Bureau  Facilities: 

•  Live  or  cut  Christmas  Trees,  Wreaths  etc. 

•  Pets  or  other  animals,  other  than  seeing  eye  dogs 

•  Personal  property,  other  than  items  normally  worn  or  carried,  such  as  a  briefcase  or 
suitcase 

•  AppUances,  such  as  microwaves,  coffee  pots,  toasters  or  portable  heaters' 
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BSB  POLICY  15-2 


April  1995 


Building  Access  Times 

PURPOSE 

To  establish  and  enforce  the  access  times  of  Bureau  buildings.  To  maintain  the  security  of 
Bureau  buildings  by  limiting  off-hour  access. 

POLICY 

It  is  the  policy  of  the  Bureau  of  State  Office  Buildings  to  have  buildings  open  and  accessible 
throughout  the  customary  working  hours  of  the  building  tenants.  The  time  period  outside  these 
work  hours  is  considered  to  be  off-hours.  The  Bureau  recognizes  its  obligation  to  meet  the  needs 
of  those  with  disabilities.  The  Bureau  will  comply  with  all  state  laws  requiring  handicapped 
accessibility  and  have  a  goal  of  complying  with  all  components  of  ADA  as  soon  as  possible. 
The  Bureau  will  provide  private  security  in  the  high-rise  buildings  to  control  after-hour  building 
access. 


PROCEDURE 

STATE  HOUSE  The  State  House  is  open  all  work  days  Monday  through  Friday  from  7  A.M.  to 
7  P.M.  Because  of  the  unique  situation  of  the  State  House,  access  is  allowed  24  hours  a  day, 
seven  days  a  week  for  authorized  employees  and  elected  officials,  through  the  use  of  electronic 
key  cards  or  upon  request  at  the  Main  Entrance. 

The  general  public  is  always  allowed  access  when  either  house  of  the  Legislature  is  in  session. 
However,  the  State  House  will  close  to  visitors  immediately  upon  adjournment. 

LINDEMANN  CENTER-HURLEY  BUILDING  The  Lindemann  Center  and  Hurley  Buildings 
are  open  from  8:30  A.M.  to  5:00  P.M.  all  work  days  Monday  through  Friday.  The  access  times 
to  these  buildings  are  under  the  discretion  of  their  respective  tenant  agencies. 

McCORMACK  AND  SALTONSTALL  BUILDING  These  Bureau  buildings  are  open  from 
8:00  A.M.  to  6:00  P.M.  Monday  through  Friday.  The  only  after  hours  access  to  these  buildings 
shall  be  to  authorized  employees  who  have  valid  identification  badges  or  are  in  possession  of  an 
electronic  garage  access  card.  Private  security  will  be  on  duty  in  the  McCormack  and  Saltonstall 
Buildings  Monday  through  Friday  from  6:00  A.M.  to  10:00  A.M.  and  6:00  P.M.  to  12  midnight 
and  on  Saturday,  Sunday  and  State  Holidays  from  8:00  A.M.  until  12:00  midnight. 
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BSB  POLICY  15-3 


April  1995 


Agency  Office  Access 

PURPOSE 

To  maintain  the  safety  and  security  of  Bureau  buildings  by  ensuring  Bureau,  Police  and  Fire 
Department  access  to  all  Bureau  tenant  agencies. 

DEFINITIONS 

Office  Access  -  The  main  entrance  way  to  any  Bureau  tenant  agency. 
POLICY 

It  is  the  policy  of  the  Bureau  of  State  Office  Buildings  to  have  access  to  the  offices  of  all  tenant 
agencies  in  case  of  emergencies. 

PROCEDURE 

All  Bureau  tenant  agencies  shall  supply  the  Bureau  with  a  key  to  provide  access  to  their  office 
areas  to  ensure  quick  response  to  fire,  leaking  water  or  personal  safety  of  an  agency  employee. 

An  Agency  may  request  a  waiver  of  this  requirement  if  it  can  provide  good  reasons  therefor.  The 
Agency  Head  of  any  agency  desiring  a  waiver  must  submit  its  request,  with  reasons,  in  writing  to 
the  Superintendent  of  State  Office  Buildings  for  approval.  If  the  waiver  is  granted,  the  Agency 
must  provide  the  name  and  a  24  hour  phone  number  of  an  authorized  representative  who  can 
provide  access  to  the  Bureau  at  any  time  in  case  of  an  emergency. 
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BSB  POLICY  15-4 


April  1995 


Bomb  Threats/Scares  in  Bureau  Buildings 

PURPOSE 

To  establish  guidelines  for  the  handling  of  bomb  threats  and  bomb  scares  in  Bureau  operated 
buildings. 

POLICY 

It  is  the  policy  of  the  Bureau  of  State  Office  Buildings  to  follow  the  Department  of  the  State 
Police  General  Order  SOC-02  in  the  event  of  a  bomb  threat  or  bomb  scare.  Where  the  State 
Police  are  properly  trained  and  the  best  suited  to  handle  such  matters  the  Superintendent  or  his 
designee  will  consult  with  the  State  Police  Officer  in  Charge.  At  all  times  safety  is  of  paramount 
concern. 


PROCEDURE 

In  the  event  a  tenant  agency  receives  a  threatening  call,  note  or  letter  it  should  immediately 
contact  the  State  Police  at  727-21 1 1 .  The  State  Police  will  contact  the  Superintendent's  office  at 
which  point  a  determination  on  evacuation  will  be  made.  In  the  event  of  an  evacuation,  agency 
staff  are  advised  to  follow  the  building's  Emergency  Evacuation  Plan. 

In  the  event  a  tenant  agency  receives  a  threatening  call,  note  or  letter  and  notices  a  suspicious 
package  or  device,  staff  are  advised  to  leave  the  area  in  question  and  call  the  State  Police. 

The  following  advice  should  be  given  to  employees: 

•  Never  touch  or  move  any  suspicious  looking  devices. 

•  Do  not  turn  any  electrical  devices  on  or  off. 

•  Always  provide  the  State  Police  with  as  much  information  as  possible. 

•  Do  not  adjust  any  appliance  controls. 

•  Follow  all  instructions  from  the  State  Police. 


REFERENCES 

Department  of  State  Police;  General  Order;  SOC-02;  Bomb  Threats 
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BSB  POLICY  15-5 


April  1995 


Office  Lock-outs 


PURPOSE 

To  establish  clear  procedures  in  the  event  a  tenant  is  locked  out  of  an  office  area  and  is  in  need  of 
assistance  to  gain  access  to  that  area. 

POLICY 

It  is  the  policy  of  the  Bureau  of  State  Office  Buildings  to  be  accommodating  to  tenants  who  lock 
themselves  out  of  their  offices.  The  Bureau  will  assist  tenants  in  these  matters  if  and  only  if 
there  are  capable  Bureau  staff  on  duty. 

PROCEDURE 

The  Bureau  will  assist  those  who  have  locked  themselves  out  of  the  office  if  the  following 
procedures  are  met: 

•  The  Bureau  will  only  assist  in  these  matters  if  there  is  staff  on  duty  in  the  building  of 
the  request.  The  Bureau  will  not  pay  staff  overtime  or  request  an  employee  to  return 
to  work  to  unlock  an  agency  door. 

•  The  employee  must  have  an  employee  Identification  card  to  present  to  the  Bureau 
staff  member.  The  Bureau  will  not  unlock  a  door  until  it  is  determined  that  the  person 
belongs  in  that  area. 

•  The  employee  must  acknowledge  in  writing  that  authorization  was  given  to  open  the 
agency's  door. 

•  An  outside  locksmith  may  be  called  to  assist  at  the  calling  agency's  expense. 
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BSB  POLICY  15-6 


October,  1997 


Building  ID  Access  Cards 

PURPOSE 

To  enhance  safety  and  security  for  Bureau  customers  by  providing  controlled  access  to  State 
Buildings  using  a  standardized  photo  identification  system  for  State  Employees. 

DEFINITIONS 

Agency  Liaison  A  person  designated  by  a  Department  Head  to  communicate  with  the  Bureau  on 
behalf  of  the  Agency. 

Building  Access  ID  Cards  The  Photo  ID  card  the  Bureau  issues  to  State  Employees  that 
provides  access  to  Bureau  Buildings. 

POLICY 

Building  Access  ID  Cards  are  issued  to  all  regular  and  full  time  contract  employees.  One  card  is 
issued  to  each  employee  and  is  not  transferable. 

Building  Access  ED  Cards  are  not  issued  to  temporary  employees,  interns,  Vendors  and 
Contractors  except  in  circumstances  deemed  necessary  by  the  Director  of  Security. 

Temporary  badges,  available  in  Room  107  of  the  McCormack  Building,  are  issued  to 
Contractors. 

Daily  badges,  available  in  Room  107  of  the  McCormack  Building,  are  issued  to  Vendors. 

Building  Access  ID  Cards  which  are  lost,  stolen  or  damaged  due  to  improper  use  will  only  be 
replaced  upon  payment  of  a  $10.00  replacement  fee.  Checks  must  be  made  out  to  the 
Commonwealth  of  Massachusetts  and  sent  to  the  Director  of  Security,  Room  3,  State  House. 

The  Building  Access  ID  cards  remain  the  property  of  the  Bureau  ahd  must  be  surrendered  when 
the  employee  terminates  employment. 
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PROCEDURES 


All  Building  Access  ID  cards  are  issued  through  the  Security  Office  located  in  Room  3  of  the 
State  House. 

All  employees  having  their  ID  photos  taken  must  provide  written  authorization  from  the 
Agency/Department  Head.  This  authorization  must  include  the  Agency/Department  Head's 
room  and  telephone  number. 

ED  photos  will  be  taken  on  the  day  scheduled  on  a  first  come,  first  served  basis.  Appointments 
are  not  given.  However,  if  an  Agency  or  Department  has  10  or  more  employees  requiring  IDs, 
the  Agency  Liaison  must  forward  their  names  prior  to  the  scheduled  time. 

The  Director  of  Security  will  forward  all  completed  cards  to  Agency  Liaisons. 

The  Bureau  will  replace  any  defective  ID  card(s)  at  no  charge.  The  Bureau  will  replace  any  other 
card  or  retake  any  photo(s),  at  no  charge  when  the  Director  of  Security  deems  it  necessary  to  do 
so. 

EMPLOYEES 

Building  Access:  Employees  must  use  the  card  readers  in  the  lobby  of  the  McCormack  and 
Saltonstall  Buildings  to  enter  the  buildings  during  business  hours.  Employees  who  do  not  have 
their  Building  Access  ED  cards  and  all  others  must  use  the  metal  detector  and  x-ray  machine 
located  in  each  lobby. 

Off  Hours  Building  Access:  During  off  hours  (daily  7:00  PM  to  7:00  AM,  weekends  and 
holidays)  employees  must  use  the  card  reader  located  on  the  Handicapped  Accessible  Door.  No 
person  will  be  admitted  to  the  Buildings  after  hours  without  a  Building  Access  ID  Card. 

Never  allow  someone  to  follow  you  into  the  building.  Allowing  people  in  through  other  means 
is  prohibited. 

Building  Access  ED  Cards  must  be  displayed  after  hours. 

Unfamiliar  or  suspicious  persons  without  a  Building  Access  ID  Card  should  be  reported  to  the 
State  Police  at  727-2917. 


VISITORS 

Visitors  must  pass  through  the  metal  detector  and  x-ray  machine  located  in  the  lobby  of  both  the 
McCormack  and  Saltonstall  Buildings. 
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BSB  POLICY  16-1 


April  1995 


Bureau  Production  of  Keys 

PURPOSE 

To  limit  the  number  of  keys  supplied  to  agencies.  To  promote  responsibility  and  discourage 
unnecessary  expenditures. 

POLICY 

It  is  the  policy  of  the  Bureau  of  State  Office  Buildings  to  limit  the  number  of  keys  in  circulation 
to  enhance  security. 

PROCEDURE 

It  is  the  responsibility  of  the  Bureau  to  provide  locks  and  keys  for  all  agency  access  doors.  It 
shall  be  Bureau  procedure  to  limit  the  number  of  keys  to  each  agency  to  three.  In  cases  where  an 
office  space  is  shared  by  multiple  Agency  Heads,  Senators  or  Representatives,  the  Bureau  will 
produce  one  key  for  each  member.  It  shall  be  the  responsibility  and  expense  of  the  agency  to 
have  any  additional  keys  made.  The  agency  may  order  keys  directly  fi-om  the  Bureau  or  use 
outside  sources,  provided  that  they  meet  the  terms  of  BSB  Policy  15-5. 
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BSB  POLICY  17-1 


July  1996 


Flag  Policy  for  Bureau  Buildings 

PURPOSE 

To  establish  clear  guidelines  for  the  display  of  flags  on  Bureau  buildings 
DEFINITIONS 

Flag  Code  -  Title  36,  Chapter  10,  Sections  170-178,  United  States  Code,  1976.  This  code  covers 
the  use  of  the  United  States  flag.  It  is  not  a  law,  but  codifies  traditions  and  customs  relating  to 
the  United  States  flag  specifically  for  the  purposes  of  establishing  a  common  and  accepted  usage 
throughout  the  United  States  and  its  possessions.  It  also  specifies  under  which  conditions  and  for 
whom  the  flag  of  the  United  States  must  be  flown  at  Half-Staff  on  federal  properties  and 
jurisdictions. 

Massachusetts  Law  -  The  1994  Official  Edition  of  the  General  Laws  of  Massachusetts.  The 
following  sections  specifically  apply: 

General  Laws,  chapter  2,  sections  5,  6  and  6 A, 
General  Laws,  chapter  8,  section  17A  and 
General  Law,  chapter  264,  sections  5  through  8. 

POLICY 

It  is  the  policy  of  the  Bureau  of  State  Office  Buildings  to  comply  with  the  provisions  of  the  Flag 
Code  and  Massachusetts  Law  when  flying  flags  on  bureau  buildings. 

PROCEDURE 

•  The  Flags  should  be  raised  briskly  and  lowered  ceremoniously. 

•  The  flag  should  be  displayed  daily  on  or  near  all  Bureau  Buildings. 

•  While  it  is  the  universal  custom  to  display  the  flag  only  fi^om  sunrise  to  sunset,  the 
flag  may  be  displayed  twenty-four  hours  a  day  if  properly  illuminated  during  the 
hours  of  darkness. 

•  The  flag  should  not  be  displayed  on  days  when  the  weather  is  inclement,  except  when 
an  all  weather  flag  is  displayed. 
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Particular  Days  of  Display:  -  The  flag  should  be  displayed  on  all  days,  especially 

•  New  Year's  Day  (January  1) 

•  Inauguration  Day  (January  20) 

•  Lincohi's  Birthday  (February  12) 

•  Washington's  Birthday  (Third  Monday  in  February) 

•  Easter  Sunday  (Variable) 

•  Mother's  Day  (Second  Sunday  in  May) 

•  Armed  Forces  Day  (Third  Saturday  in  May) 

•  Memorial  Day  [Half  Staff  until  Noon]  (Last  Monday  in  May) 

•  Flag  Day  (June  14) 

•  Independence  Day  (July  4) 

•  Labor  Day  (First  Monday  in  September) 

•  Constitution  Day  (September  17) 

•  Columbus  Day  (Second  Monday  in  October) 

•  Navy  Day  (October  27) 

•  Veterans  Day  (November  11) 

•  Thanksgiving  Day  (Fourth  Thursday  in  November) 

•  Christmas  Day  (December  25) 

•  Such  other  days  as  may  be  proclaimed  by  the  President  of  the  United  States; 

•  The  birthdays  of  States  (date  of  admission);  and 

•  State  holidays 
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BSB  POLICY  17-2 


April  1995 


Flying  of  Flags  at  Half-Staff 

PURPOSE 

To  establish  clear  guidelines  for  the  display  of  flags  at  Half-Staff  as  signs  of  official  periods  of 
mourning  or  respect. 

DEFINITIONS 

Half-Staff  -  The  flying  of  flags  at  a  position  approximately  half  way  between  the  ground  and  the 
top  of  the  flag  pole.  Flying  flags  at  Half-Staff  is  a  traditional  way  of  showing  respect  for  the 
dead  and  sympathy  for  the  survivors  and/or  the  cause  in  which  death  occurred. 

Massachusetts  Law  -  Massachusetts  General  Laws,  Chapter  2,  Section  6A.  This  law  specifies 
the  conditions  under  which  the  flag  of  the  Commonwealth  should  be  flown  at  Half-Staff 

POLICY 

It  is  the  policy  of  the  Bureau  of  State  Office  Buildings,  as  representing  the  Governor  of  the 
Commonwealth,  and  the  official  policies,  opinions,  and  sympathies  of  the  government  of  the 
Commonwealth,  to  adhere  to  both  the  United  States  Flag  Code  and  the  General  Laws  of  the 
Commonwealth  of  Massachusetts  in  respect  to  flying  flags  at  Half-Staff  at  buildings  under  its 
jurisdiction.  This  is  not  to  say  that  individuals  or  causes  not  specifically  cited  in  either  the 
United  States  Flag  Code  or  the  Massachusetts  law  cannot  be  honored  by  the  lowering  of  the  flags 
at  state  buildings,  but  only  that  such  lowering  should  not  exceed  the  ordinary  periods  prescribed 
by  law  and  custom  for  individuals  or  causes  of  comparable  rank. 

It  is  the  policy  of  the  Bureau  of  State  Office  Buildings  to  fly  flags  at  Half-Staff  at  the  buildings 
under  its  jurisdiction  only  in  recognition  or  sympathy  for  individuals  or  causes  that  affect  the 
whole  of  the  Commonwealth.  The  recognition  or  sympathies  of  counties,  cities,  towns,  schools, 
universities,  or  any  other  public  or  corporate  entity  can  be  signified  by  the  chief  executive 
officers  of  those  entities  by  lowering  the  flags  on  any  building  or  properties  under  their 
jurisdiction. 

In  determining  whether  the  flags  should  be  lowered  in  individual  cases,  apart  fi-om  those  federal 
and  state  officers  listed  in  the  United  States  Flag  Code  and  Massachusetts  Law,  service  is  given 
more  weight  than  sympathy.  Death  in  the  line  of  duty  is  given  more  weight  than  death  of  an 
elected  official  or  public  employee  through  circumstances  unrelated  to  their  official  position  or 
duties. 
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In  all  cases  deemed  appropriate  to  fly  the  flags  at  Half-Staff,  no  distinction  shall  be  made 
between  the  flag  of  the  United  States  and  of  the  Commonwealth.  They  will  be  treated  in  the 
same  manner. 

PROCEDURE 

The  decision  to  fly  flags  at  Half-Staff  falls  to  the  chief  executive  officer  of  any  jurisdiction, 
public  or  private.  Most  situations  are  governed  by  the  United  States  Flag  Code  or  the 
Massachusetts  Law  and  only  require  implementation  which  is  the  responsibility  of  the 
Superintendent  of  State  Office  Buildings. 

In  situations  not  covered  by  the  United  States  Code  or  Massachusetts  Law,  the  decision 
ultimately  rests  with  the  Governor,  but  is  normally  made  and  carried  out  by  the  Superintendent. 

No  distinction  is  made  between  lowering  of  the  United  States  flag  or  the  Massachusetts  state 
flag.  The  following  list  fi-om  the  United  States  Flag  Code  and  the  Massachusetts  Laws  presents 
the  duration  flags  should  remain  at  Half-Staff,  for  specific  individuals,  at  all  (except  as 
specified)  Massachusetts  state-owned  or  state-controlled  buildings: 

30  days  fi'om  day  of  death  (return  to  Full-Staff  the  morning  of  the  31st  day) 

•  President  of  the  United  States 

•  Former  President  of  the  United  States 

•  Governor  of  the  Commonwealth 

•  Former  Governor  of  the  Commonwealth 

10  days  fi'om  day  of  death  (return  to  Full-Staff  the  morning  of  the  1 1th  day) 

•  Vice  President  of  the  United  States 

•  Chief  Justice  of  the  United  States 

•  Retired  Chief  Justice  of  the  United  States 

•  Speaker  of  the  House  of  Representatives 
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Day  of  death  until  sunset  on  the  day  of  interment 


•  Associate  Justice  of  the  Supreme  Court 

•  Member  of  the  Cabinet 

•  Former  Vice  President  of  the  United  States 

•  Secretary  of  the  Army,  Navy,  or  Air  Force 

•  Lieutenant  Governor  of  the  Commonwealth 

•  Secretary  of  the  Commonwealth 

•  Treasurer  and  Receiver-General  of  the  Commonwealth 

•  Attorney  General  of  the  Commonwealth 

•  Auditor  of  the  Commonwealth 

•  Senator  in  Congress  from  the  Commonwealth 

•  Representative  in  Congress  from  the  Commonwealth  (All  Bureau  buildings  and  state 
buildings  in  the  district) 

•  State  Senator  or  Representative  (All  Bureau  buildings  and  state  buildings  in  the 
district) 

•  Other  elected  officials,  former  elected  officials,  or  other  persons  as  designated  by  the 
Governor 

The  Governor  may  elect  to  fly  flags  at  Half-Staff  as  a  sign  of  respect  or  sympathy  for  persons  or 
causes  other  than  those  listed  in  the  Flag  Code  or  Massachusetts  Laws,  so  long  as  the  period  of 
lowering  is  consistent  with  the  intent  of  the  Code  and  Laws. 

In  the  event  that  more  than  one  death  or  other  cause  occur  at  the  same  time,  the  period  of  the 
flags  being  lowered  will  not  exceed  the  normal  endpoint  of  the  longest  of  the  overlapping 
periods.  The  periods  will  not  be  added  together. 

In  the  event  that  the  flag  of  a  foreign  nation  or  any  other  state  or  organization  is  requested  to  be 
flown  during  a  period  when  the  United  States  and  Massachusetts  flags  are  at  Half-Staff,  those 
flags  must  also  be  flown  at  Half-Staff 
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BSB  POLICY  17-3 


July,  1996 


Flying  of  Foreign  Flags  on  Bureau  Buildings 

PURPOSE 

To  establish  clear  guidelines  for  the  display  of  foreign  flags  at  the  State  House  and  other  Bureau 
buildings. 

DEFINITIONS 

Foreign  Flag  -  Any  flag  or  emblem  of  a  foreign  country. 

Flag  Code  -  Title  36,  Chapter  10,  Section  170-178,  United  States  Code,  1976  which  codifies 
traditions  and  customs  relating  to  the  United  States  flag  specifically  for  the  purposes  of 
establishing  a  common  and  accepted  usage  throughout  the  United  States  and  its  possessions. 

Massachusetts  Law  -  General  Laws  Chapter  264,  sec.  8  which  provides: 

"Whoever  displays  the  flag  or  emblem  of  a  foreign  country  upon  the  outside  of  a  state, 
coimty,  city  or  town  building  or  public  schoolhouse  shall  be  punished..." 

POLICY 

It  is  the  policy  of  the  Bureau  of  State  Office  Buildings  that  foreign  flags  shall  not  be  flown  in 

over  Bureau  facilities.  An  exception  to  this  policy  may  be  authorized  by  the  Superintendent 
under  the  following  conditions. 

•  A  foreign  dignitary  shall  visit  the  Governor  and  the  Governor  orders  the  flag  of  the 
guest's  country  to  be  displayed. 

•  An  international  event  recognizing  several  foreign  countries  (such  as  World  Cup 
Soccer)  is  held  in  the  Commonwealth. 

•  A  citizen  of  a  foreign  country  is  the  guest  of  the  United  States  government  or  the 
government  of  the  Commonwealth  and  the  Governor  issues  a  proclamation 

authorizing  the  display  of  the  flag  of  the  country  of  which  such  guest  is  a  citizen. 

Flags  of  Foreign  Nations  may  be  displayed  inside  the  State  House  and  other  Bureau  facilities 
with  the  approval  of  the  Superintendent.  Flags  of  other  States,  Commonwealths  or 
Municipalities  shall  not  be  flown  outside  Bureau  Facihties  but  may  displayed  indoors. 
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If  a  foreign  flag  is  flown  at  the  State  House,  it  shall  be  flown  in  accordance  with  the  United 
States  Flag  Code. 


PROCEDURE 

Any  person  wishing  to  have  a  foreign  flag  displayed  at  or  in  a  Bureau  facility  must  make  a 
request  in  writing  to  the  Superintendent  30  days  prior  to  the  event. 
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BSB  POLICY  17-4 


April  1996 


Flying  of  POW/MIA  Flags 

PURPOSE 

To  establish  clear  guidelines  for  the  display  of  the  of  National  League  of  Families  POW/MIA 
Flag  (commonly  known  as  the  POW/MIA  Flag). 


DEFINITIONS 


POW/MIA  Flag  -  The  name  given  to  the  National  League  of  FamiUes  POW/MIA  Flag. 


POLICY 

It  is  the  policy  of  the  Bureau  of  State  Office  Buildings  that  the  POW/MIA  Flag  will  be  displayed 
on  the  same  halyard  as  the  United  States  Flag  in  a  position  below  it. 


PROCEDURE 

The  flag  of  the  United  States  shall  be  flown  at  the  peak  of  its  halyard  with  the  POW  flag  flown 
beneath  it. 
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BSB  POLICY  18-1 


January  1997 


Lost  and  Found  Centers 


PURPOSE 

To  establish  locations  and  procedures  for  finding  property  lost  in  Bureau  Buildings. 
DEFINITIONS 

Lost  and  Found  Center  -  The  location  where  property  lost  in  Bureau  Buildings  can  be  found.  In 
the  McCormack  and  Saltonstall  buildings,  it  is  located  in  Operations  (Room  107,  McCormack). 
In  the  State  House,  it  is  located  in  the  Superintendent's  Office  (Room  10). 

Lost  property  -  Any  item  of  personal  property  that  is  found  in  any  of  the  Government  Center 
Bureau  Buildings.  This  includes  clothing,  jewehy,  checks,  credit  cards  and  money. 

POLICY 

It  is  the  policy  of  the  Bureau  of  State  Office  Buildings  to  establish  procedures  for  returning 
property  lost  in  Bureau  Buildings. 

PROCEDURE 

To  report  lost  items,  call  727-4100  (McCormack  and  Saltonstall  Buildings)  or  727-1 100  (State 
House).  Any  item  reported  lost  will  be  logged  into  the  "Lost  Log"  located  in  each  Lost  and 
Found  Center. 

Items  found  in  the  Saltonstall  and  McCormack  Buildings  will  be  brought  to  the  Lost  and  Found 
Center,  (Room  107,  McCormack).  All  items  found  will  be  logged  into  the  "Found  Log"  and 
stored. 

Items  found  in  the  State  House  will  be  brought  to  the  Lost  and  Found  Center  located  in  the 
Superintendent's  Office  (Room  10  of  the  State  House),  logged  into  the  "Found  Log"  and  stored. 

A  maximum  of  three  attempts  will  be  made  to  contact  the  owner  of  identifiable  items.  Any  item 
is  still  unclaimed  after  3  months  fi^om  the  date  it  is  found  will  be  discarded  or  donated  to  charity. 

When  more  than  $5.00  in  cash,  checkbooks,  credit  cards  or  other  items  of  value  are  found,  the 
BSB  Director  of  Security  will  be  notified.  In  addition,  the  item  will  be  Usted  in  the  Daily 
Bulletin. 
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BSB  POLICY  19-1 


July,  1998 


Pest  Control 

PURPOSE 

To  assure  that  workplaces  and  Bureau  facilities  are  as  free  of  rodents,  insects  and  other  pests  as 
possible. 

DEFINITIONS 

Pest  contractor  -  A  specialist  in  pest  control  under  contract  with  the  Bureau  to  prevent  and 
eliminate  unwanted  pests. 

POLICY 

It  is  the  policy  of  the  Bureau  of  State  Office  Buildings  to  eliminate  sources  of  food  for  pests  in  its 
buildings  by: 

•  Educating  its  customers  on  the  importance  of  eliminating  food  sources  for  pests. 

•  Providing  necessary  containers  to  separate  organic  garbage  from  other  trash. 

•  Encouraging  customers  to  separate  returnable  cans  and  bottles  and  use  designated  containers 
for  separate  bottles  and  cans. 

•  Reducing  excess  paper,  which  provides  a  haven  for  pests,  by  recycling  paper  and  storing 
unneeded  paper  materials  in  the  archives  of  the  Secretary  of  State 

The  Bureau  provides  separate  organic  frash  containers  on  each  floor  of  its  buildings.  These 
containers  should  be  used  for  all  used  food  containers,  v^appers,  leftover  food,  and  other  organic 
material  that  attracts  pests. 

PROCEDURE 

It  is  the  responsibility  of  individual  agencies  to  ensure  food  and  other  edibles  are  not  left  out  on 
desktops  or  other  areas  accessible  to  pests. 

Occupants  of  individual  work  stations  are  responsible  for  keeping  their  work  stations  clean. 
All  soda  cans  and  bottles  should  be  rinsed  before  storing  for  recycling. 
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Stored  cans  and  bottles  must  be  placed  in  appropriate  containers  and  be  removed  from  office 
areas  each  day. 

No  cans  or  bottles  can  be  left  overnight. 

If  agencies  have  a  special  need  to  retain  organic  material  in  their  work  area,  they  must  provide 
and  use  plastic  or  metal  containers  with  tight  lids  for  the  storage  of  such  material. 

Any  agency  that  has  a  pest  problem  should  report  the  problem  to  the  Bureau  (727-6223  for  the 
State  House,  727-4100  for  the  other  buildings).  Bureau  staff  will  take  appropriate  action  to  catch 
and  eliminate  pests.  Any  pests  caught  will  be  removed  upon  notification  to  the  Bureau. 

Bureau  actions  to  reduce  pests  in  its  buildings  include: 

•  Contracting  with  pest  control  experts  who  work  in  areas  designated  by  the  Bureau  and  are 
in  each  Bureau  facility  three  times  a  week. 

•  Assuring  the  cleaning  contractor  steam  washes  garage  dumpsters  twice  a  month  and 
washes  and  disinfects  the  areas  around  these  areas  twice  a  month  or  more  frequently. 

•  Requiring  that  garage  doors  in  its  facilities  be  closed  after  hours  and  as  much  as  possible 
during  working  hours. 

The  Bureau  supports  the  concept  of  integrated  pest  management  in  reducing  pest  problems  and 
works  with  its  pest  confrol  contractor  to  assure  that  the  safest,  most  modem  materials  and 
techniques  are  used  for  pest  confrol. 
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CHAPTER  8. 


STATE  SUPERINTENDENT  OF  BUILDINGS, 
AND  STATE  HOUSE. 


Section 


1. 

State  superintendent  of  state  office 

buildings. 

2. 

Repealed,  1962,  757,  Sec.  35. 

3. 

Repealed,  1923,  362,  Sec.  9. 

4. 

Appointment  of  employees. 

4A,4B. 

Repealed,  1984,  413,  Sec.  3. 

5. 

Cleaners;  salary;  work  week,  etc. 

6. 

Repairs   and   improvements;  requisi- 

tions. 

7. 

Repair  of  damage  to  state  house. 

8. 

Repealed,  1923,  362,  Sec.  9. 

9. 

Care  and  operation  of  state  house,  etc. 

9A. 

Fees  for  use  of  state  house;  indemnity 

agreements;  disposition  of  monies  re- 

ceived. 

10. 

Assignment  of  rooms  in  state  house  and 

elsewhere;  exceptions. 

lOA,  11. 

Repealed,  1980,  579,  Sees.  24,  25. 

12. 

Repealed,  1984, 413,  Sec.  4. 

13. 

Repealed,  1996, 365,  Sec  3. 

14. 

Military  history  museum. 

15. 

Repealed,  1924, 361. 

16. 

Land  around  state  house;  open  space. 

Section 

16A.  Civil  War  Nurses'  Hall;  museum  and 
shrine  to  Grand  Army  of  the  Repub- 
Hc,  Department  of  Massachusetts. 

17.  Rooms  in  state  house  for  departments  of 

war  veterans. 

17A.  War  flags  carried  in  war  time  by  Massa- 
chusetts veterans;  custody,  etc. 

17B.  Selected  writings  of  John  Adams;  exhi- 
bition in  state  house. 

18.  Histories,  relics  and  mementos  of  the 

several  departments  of  war  veterans; 
accessibility,  etc. 
18A.        Exhibits  of  veterans'  memorabilia;  rec- 
ords. 

18B.  Memorial  to  the  contribution  of  women 
to  the  government  of  the  common- 
wealth; artworks. 

19.  Portraits  of  designated  former  gover- 

nors. ^ 
19A.        Portraits  or  other  memorials  of  former 
governors. 

20.  Old  provincial  state  house;   care  and 

maintenance. 

21.  Permanent  memorials  in  state  house 

regulated. 


8:1.   State  superintendent  of  state  office  buildings. 

Section  1.   There  shall  be  within  the  office  of  facilities  management  of  1 

the  division  of  capital  planning  and  operations  a  bureau  of  state  office  2 

buildings,  headed  by  a  state  superintendent  of  state  office  buildings.  3 

The  superintendent  of  state  office  buildings  shall  be  appointed  by  the  4 

deputy  conmiissioner  of  capital  planning  and  operations,  with  the  approv-  5 

al  of  the  commissioner  of  administration,  and  may  be  removed  in  like  6 

manner.  He  shall  report  to  the  director  of  facilities  management.  Said  7 

superintendent  shall  be  a  person  of  ability  and=experience,  and  shall  8 

devote  his  entire  time  to  the  duties  of  his  office.  Said  office  shall  riot  be  9 

classified  under  chapter  thirty-one.  10 

8:2.    Repealed,  1962,  757,  Sec.  35. 
8:3.    Repealed,  1923,  362,  Sec.  9. 

8:4.    Appointment  of  employees. 

Section  4.    The  superintendent  of  state  office  buildings  may,  with  the  1 

approval  of  the  deputy  commissioner  of  capital  planning  and  operations,  2 

appoint  such  clerks,  engineers,  electricians,  firemen,  oilers,  mechanics,  3 


8:4. 


^vTo.  [Chap.  8.] 
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elevator  operators,  janitors,  cleaners  and  other  persons  as  n.ay  be  4 
tZeZy  I  enable  him  tx)  perform  his  duties. 


1 

2 

3 

4 
5 
6 
7 


1 

2 
3 
4 
5 
6 
7 
8 
9 
10 


8:4A,  4B.   Repealed,  1984,  413,  Sec  3. 

8:5.   Cleaners;  salary;         ^f^^'^^^^^^       commonwealth  shall  each  re- 
Section  5.   Cleaners  employed  ^y^^J^^     accordance  with  sections 
ceive  such  salary  as  may  be  ^f  ^^^  ble  weekly.  Their 

forty-five  to  fifty,  inclusive,  of  ^apter  thir^,  P  Y    ^^^^^^^  ^^^^^^ 

worl  shall  not,  without  ^^^^^'^^f^^^^  t.  the  same  rights 

thirty-three  hours  --^f  ^^ictl^^^^^  and  vacations  as  other 

and  privileges  m  respect  to  sick  leave, 

state  employees. 

8:6.   Repairs  and  improvements;  ""J^  ^  thirty-eight, 

Section  6.  Subject  to  f  P~  "^^^^e  be  applicable,  he 
inclusive,  of  chapter  six  A.  ^^^l^^^^^j  improvements  in  the  state 
shall  direct  the  makmg  of  all  '^P^.q^  J  Building,  the  Leverett 
house,  the  John  W.  McCormack  State  ^^^f^  office  Building,  the 
Saltonstall  State  Office  B^^^^^Spm^f^^ 
Kttsfield  Office  Buildmg,  the  E«*^^^em  ^^^^     jed  by  law 

Hurley  Building,  and  -y  other  W^ert^^  „^        office  buildings 
to  be  the  responsibdity  of  *«^"P^^^  „f      such  building;  and  all 

without  an  appropriation  therefor. 
8:8.   Repealed,  1923,  362,  Sec.  9. 
ft.q    Tare  and  operation  of  state  house,  etc. 

9.%he  superinte-dent  Jian  -J-^^-XT:?" " 
governor  and  councU,  have  charge  care  aoa  p 

house,  subject  to  such  rdes  ^  — ^„      McCormack  state 

branches  acting  <=~"  sS  office  building,  the  Spring-  & 

office  building,  the  leveret  SattonsteU  s^^^^  Erich  Lindemann  6 

field  office  building  the  P^^^^^^^^^^^t^e  building  at  100  Nashua  ^ 


2 
3 
4 
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8:9A. 


see  that  the  chambers  and  lobbies  of  the  general  court  and  of  its  11 

committees  are  kept  clean  and  in  good  order;  shall  superintend  all  12 

ordinary  repairs  thereof  and  shall  have  charge  of  the  current  expenses  13 

for  the  care  and  preservation  of  the  state  house,  and  for  the  ordinary  14 

repairs  of  the  furniture  and  fixtures  therein.    He  shall  take  proper  15 

precautions  against  damage  thereto,  or  to  the  furniture,  fixtures  or  other  16 

public  property  therein;  provided,  however,  that  security  in  said  state  17 

house  shall  be  the  responsibility  of  the  commissioner  of  the  department  18 

of  the  metropohtan  district  commission  and  said  commissioner  shall  19 

utilize  the  members  of  the  metropolitan  district  commission  rangers  20 

program,  established  pursuant  to  section  thirty-four  B  of  chapter  ninety-  21 

two,  to  maintain  security;  provided,  further,  that  said  commissioner  shall  22 

carry  out  such  responsibility  subject  to  such  rules  as  the  committee  on  23 

rules  of  the  two  branches  acting  concurrently  may  adopt  and  shall  not  be  24 

subject  to  the  authority  of  the  superintendent.   There  shall  be  main-  25 

tained  an  adequate  passageway  for  foot  passengers  from  north  to  south  26 

through  the  east  wing  or  extension  of  the  state  house,  to  be  kept  open  27 

during  such  hours  as  the  superintendent  shall  fix.  The  state  house  and  28 

all  facOities  located  therein,  including  hearing  rooms,  shall  be  accessible  29 

to,  functional  for  and  safe  for  use  by  physically  handicapped  persons;  30 

provided  further  that  the  state  shall  make  available  a  certain  number  of  31 

designated  handicapped  parking  spaces  for  the  general  public;  provided,  32 

however,  that  no  construction  required  for  said  accessibility,  functionality  33 

and  safety  shall  commence  until  the  superintendent  of  state  buildings  34 

has  completed  the  study  required  in  section  two  of  this  act.  35 

8:9A.  Fees  for  use  of  state  house;  indemnity  agreements;  disposition  of 
monies  received. 

Section  9 A.   The  state  superintendent  of  state  office  buildings  is  1 

hereby  authorized  and  directed  to  establish  and  charge  a  fee  or  service  2 

charge  to  non-governmental  individuals,  entities  and  groups  using  the  3 

state  house  during  non-business  hours  for  meetings,  receptions  or  exhib-  4 

its.   The  superintendent  or  his  designee  shall  establish  such  fees  or  5 

charge  based  upon  the  actual  cost  of  use  including  personal  requests  for  6 

security  preparation  and  cleanup  and  utilities  used,  as  well  as  compensa-  7 

tion  for  wear  on  the  building.  The  superintendent  or  his  designee  shall  8 

also  have  the  authority  in  his  discretion  to  require  non-govemlnent  9 

entities  to  enter  into  a  written  agreement  indemnifying  the  common-  10 

wealth  against  any  claims  for  casualty  liability  and  may  require  the  11 

posting  of  an  insurance  bond.  All  monies  received  by  the  superintendent  12 

under  this  section  shall  be  by  check  made  payable  to  the  State  House  13 

Special  Event  Fund  and  shall  be  deposited  in  the  State  House  Special  14 

Event  Fund  estabhshed  by  section  thirty-five  P  of  chapter  ten";  provid-  15 

ed,  however,  that  said  superintendent  may  retain  an  amount  not  to  16 

exceed  fifty  thousand  dollars  to  be  expended  after  consultation  with  the  17 

state  secretary  for  educational  and  cultural  programs  at  the  state  house.  18 


8:10. 
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8:10.   Assignment  of  rooms  in  state  house  and  elsewhere;  exceptions. 

Section  10.    Rooms  shall  only  be  assigned  to  or  used  by  either  branch  i 

of  the  general  court  or  any  committees  or  officers  thereof,  except  with  2 

the  written  consent  of  the  presiding  officer  of  the  branch  using  such  3 

rooms,  or  to  rooms  assigned  to  or  used  by  joint  committees  of  the  4 

general  court,  except  with  the  written  consent  of  the  presiding  officers  of  5 

both  branches  of  the  general  court,  nor  shall  it  apply  to  the  rooms  used  6 

by  the  Grand  Army  of  the  Repubhc  of  the  department  of  Massachusetts  7 

under  section  seventeen,  except  with  the  consent  of  the  commander  8 

thereof   The  deputy  commissioner  of  capital  planning  and  operations  9 

shall  during  the  sessions  of  the  general  court,  upon  appHcation  of  the  10 

sergeant-at-arms,  subject  to  such  rules  as  the  committee  on  rules  of  the  U 

two  branches  acting  concurrently  may  adopt,  assign  such  rooms  as  may  12 

be  required  for  the  use  of  committees  and  other  purposes.  13 

8:10A,  11.   Repealed,  1980,  579,  Sees.  24,  25. 
8:12.   Repealed,  1984,  413,  Sec.  4. 
8:13.   Repealed,  1996,  365,  Sec.  3. 

8:14.   Military  history  museum. 

Section  14.   The  superintendent  may  expend  not  more  than  fifteen  1 

hundred  dollars  annually  for  the  maintenance  of  the  museum  established  2 

in  the  state  house  for  the  preservation  and  exhibition  of  the  regimental  3 

flags  and  other  military  relics  in  the  possession  of  the  commonwealth  and  4 

of  other  objects  connected  with  the  military  history  of  the  United  States  5 

and  especially  of  the  New  England  states.  6 

8:15.   Repealed,  1924,  361. 

8:16.   Land  around  state  house;  open  space. 

Section  16.   The  land  now  taken  by  the  commonwealth  about  the  state  1 

house  shall  remain  an  open  space,  and  no  railroad  or  railway  shall  be  2 

constructed  or  operated  in,  upon  or  over  the  same.  A  grant  made  to  a  3 

railroad  or  railway  corporation  shall  not  be  construed  to  include  any  4 

portion  of  said  land.  5 

8:16A.  Civil  War  Nurses'  Hall;  museum  and  shrine  to  Grand  Army  of  the 
Republic,  Department  of  Massachusetts. 

Section  16A.    The  hall  bounded  by  the  Hall  of  Flags,  the  governor's  1 

staircase,  the  Doric  Hall  and  the  senate  staircase  on  the  second  floor  of  2 

the  state  house  shall  be  designated  as  Civil  War  Nurses'  Hall  and  3 

suitable  mementos  may  be  displayed  there  from  time  to  time.  A  suitable  .  4 

marker  shall  be  erected  at  this  location.  6 
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Room  numbered  twenty-seven  in  the  state  house,  formerly  used  by  the 
Grand  Army  of  the  Republic,  Department  of  Massachusetts,  shall  be 
preserved  and  maintained  as  a  museum  and  shrine  to  the  Grand  Army  of 
the  Republic,  Department  of  Massachusetts,  in  further  recognition  of  the 
services  of  those  men  who  fought  to  preserve  the  Union  of  the  States. 
Said  room  shall  serve  as  a  repository  for  such  mementos,  records,  relics 
and  historical  data  relating  to  the  war  of  the  rebellion  as  may  be 
deposited  with  the  superintendent  for  that  purpose,  and  shall  be  used  for 
arranging  and  preserving  a  history  of  persons  who  served  in  the  army, 
navy  or  marine  corps  during  such  war  in  organizations  of  the  common- 
wealth, or  of  citizens  of  the  commonwealth  who  served  in  the  regular 
army,  navy  or  marine  corps  of  the  United  States.  Said  room  may  be 
used  as  a  meeting  place  for  the  organizations  known  as  the  Daughters  of 
Union  Veterans  of  the  Civil  War,  the  Sons  of  Union  Veterans  of  the  Civil 
War,  and  any  other  organizations  affiliated  with  the  Grand  Army  of  the 
Republic,  Department  of  Massachusetts,  subject  to  approval  of  the 
deputy  commissioner  of  capital  planning  and  operations. 

8:17.   Rooms  in  state  house  for  departments  of  war  veterans. 

Section  17.  Whenever  in  the  opinion  of  the  deputy  commissioner  of 
capital  planning  and  operations  there  is  space  available,  there  shall  be 
set  apart  and  suitably  furnished  a  room  or  rooms  in  the  state  house  for 
the  use  of  the  Massachusetts  department  of  the  American  Legion,  of  the 
United  Spanish  War  Veterans,  of  the  Disabled  American  Veterans  of 
World  War,  of  the  Veterans  of  Foreign  Wars  of  the  United  States,  of  the 
American  Veterans  of  World  War  II,  AMVETS,  of  the  Veterans  of 
Indian  Wars,  of  the  Reserve  Officers  Association  of  the  United  States,  of 
the  Army-Navy  Union,  of  Italian  American  War  Veterans  of  the  United 
States,  Incorporated,  Department  of  Massachusetts,  of  the  Jewish  War 
Veterans  of  the  United  States,  Department  of  Massachusetts,  Inc.,  of  the 
Organization  of  Afro-American  Veterans,  Inc.,  of  the  PoHsh-American 
Veterans  of  Massachusetts,  Inc.,  of  the  Marine  Corps  League,  Depart- 
ment of  Massachusetts,  Inc.,  of  the  Polish  Legion  of  American  Veterans, 
Department  of  Massachusetts,  Inc.,  of  the  Veterans  of  World  War  I  of 
the  U.S.A.,  Department  of  Massachusetts,  of  the  Massachusetts  Regional 
Group  of  the  Blinded  Veterans  Association,  Inc.,  of  the  Amputee  Veter- 
ans Association  of  America,  Inc.,  of  the  Vietnam  Veterans  of  Massachu- 
setts, Inc.,  and  of  the  Legion  of  National  Guard  Veterans  of  Massachu- 
setts, Inc.,  respectively,  such  room  or  rooms  to  be  under  the  charge  of 
the  state  commanders  of  the  respective  departments,  subject  to  this 
chapter.  The  headquarters  thus  established  for  each  of  the '  aforesaid 
departments  shall  be  used  for  storing  and  preserving  the  records  and 
other  property  of  the  department  and  relics  and  mementos  of  the  World 
Wars  and  the  Spanish  War. 


,7A.  War  flags  carried  in  war  time  by  Massachusetts  veterans;  custody,  etc. 
Section         The  superintendent  is  hereby  designated  as  the  custodi-  1 
an'oTr  flags  ca^ed  ^-J^-^^r s^^^^  3 
Skr^?:  n"owt  tf  ^ser:"  ^Ho^^onweaith  or  which  in  . 
the  future  may  come  into  such  possession.  ,     ^  ^ 

Hp  shall  exercise  proper  care,  custody  and  preservation  of  such  flags,  6 
He  shall  exercibe  px  y  ,  inspection,  7 

thereof  each  year  in  his  annual  report. 

Hp  ..hall  have  supervision  over  the  Hall  of  Flags,  and  all  cases  and  1 

herein  are  now  or  may  in  the  future  be  on  pubUc  display. 
He  may  provide  proper  streamers  and  marks  of  insi^ia  tor  identifica-  5 

;  d  L  ircause  a  proper  case  or  ^binet  to  be  provided  «^ 
tv,«  evpnt  that  Other  flags  of  the  Mexican  War,  the  OivU  War  ine 
Q  TLerican  War  or  World  War  I  shall  come  into  the  possession  of 
Ko—S  h:  shall  cause  suitable  provision  to  be  -de  ^or  «ie. 
m-XS  with  he  other  flags  of  the  respective  units  involved.  In  he 
^  !^t7hTfla^  of  World  War  II  shall  come  into  the  possession  of  the 
— eS^The  SaU  cause  proper  c^es  or  cabinets  to  be  provided 

therefor,  either  in  the  Hall  of  Flags  or  m  Done  Hall. 
-    The  flags  referred  to  herein  shall  not  be  removed  from  the  state  house 

without  the  express  permission  of  the  general  court. 

817B    Selected  writings  of  John  Adams;  exhibition  in  state  house. 

Section  17B.   The  superintendent  shall  set  apart  and  maintain  a 

sm^We  area  located  in  Doric  Hall  in  the  state  ^-^for  th%u^^^ 

Massachusetts  Historical  Commisswn,  such  area        u"der  th^  ch^^^ 
.     of  said  Commission,  subject  to  this  section    The  area  thus  set^pa 

shall  be  used  for  exhibiting,  under  the  direction  of  the  editor-m  chiet 

the  Adams  Papers,  selected  vmtings  of  John  Adams. 

8:18.  Histories,  relics  and  mementos  of  the  several  departments  of  war  veter- 
ans;  accessibility,  etc.  ^        a  f 

Section  18    The  histories,  relics  and  mementos  of  the  Grand  Army  of 
the  ZuJfc  of  the  department  of  Massachusetts  and  the  records,  of  the 
iSsetts  department  of  the  United  Spanish  ^jj^^^^^^^  ] 
American  Legion,  of  the  Disabled  American  Veterans  of  the  World  Wai, 
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of  the  Veterans  of  Foreign  Wars  of  the  United  States,  of  the  American  5 

Veterans  of  World  War  II,  AMVETS,  and  of  the  Veterans  of  the  Indian  6 

Wars  shall  be  accessible  at  all  times,  under  suitable  rules  and  regula-  7 

tions,  to  members  of  the  respective  departments  and  to  others  engaged  8 

in  collecting  historical  information.    Whenever  any  such  department  9 

ceases  to  exist,  its  records,  papers,  relics  and  other  effects  shall  become  10 

the  property  of  the  commonwealth.  11 

8:18A.   Exhibits  of  veterans*  memorabilia;  records. 

Section  18A.   The  superintendent  is  hereby  authorized  to  display  1 

flags,  artifacts,  documents,  photographs,  uniforms,  medals  and  other  2 

relics  and  mementos  of  veterans  on  the  fourth  floor  of  the  state  house  3  > 

and  may  provide  space,  arrangements  and  designation  for  such  exhibits  4 

and  to  change  such  exhibits,  from  time  to  time  in  consultation  with  the  5 

commissioner  of  veterans  services.  Said  commissioner  shall  review  such  6 

exhibits  from  time  to  time.   Said  commissioner  may  communicate  with  7 

veterans  and  veterans  organizations,  inform  them  of  such  exhibits,  elicit  8 

their  interest  and  contributions  and  receive  such  memorabiha  as  the  9 

commissioner  and  the  superintendent  deem  appropriate  to  properly  10 

display  and  exhibit  in  a  fashion  to  remember  and  honor  appropriately  11 

those  veterans  who  served  the  nation.   Said  superintendent  shall  exer-  12 

cise  proper  care,  custody  and  preservation  of  such  memorabiha  and  keep  13 

a  record  of  all  such  items.  Such  record  shall  be  open  to  pubUc  inspection  14 

at  all  reasonable  times.  15 

8:18B.   Memorial  to  the  contribution  of  women  to- the  government  of  the 
commonwealth;  art  works. 

Section  18B.   The  superintendent  is  hereby  authorized  to  accept  1 

works  of  art  executed  as  a  memorial  to  the  contribution  of  women  to  the  2 

government  of  the  commonwealth  and  to  display  said  works  in  an  3 

appropriate  pubhc  area  or  areas  of  the  state  house.  Said  superintendent  4 

shall  exercise  proper  care,  custody  and  preservation  of  such  art  work.  5 

8:19.   Portraits  of  designated  former  governors. 

Section  19.   The  governor,  with  the  advice  and  consent  of  the  council,  1 

may  expend,  for  the  purpose  of  procuring  portraits  of  the  governor?  of  2 

the  commonwealth  who  shall  have  held  office  subsequent  to  May  fourth,  3 

nineteen  hundred,  such  amounts  as  are  appropriated  for  the  purpose,  4 

and  such  portraits  shall  be  hung  in  the  state  house  under  the  direction  of  5 

the  art  commission.  6 

8:19A.    Portraits  or  other  memorials  of  former  governors. 

Section  19A.    The  governor,  with  the  advice  and  consent  of  the  1 

council,  may,  on  behalf  of  the  commonwealth,  accept  or  otherwise  2 

procure  suitable  portraits  or  other  memorials  of  the  governors  of  the  3 
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commonwealth  and  also  of  the  governors  of  the  province  and  colony  of  4 

Massachusetts  Bay  and  the  colony  of  New  Plymouth.  Portraits  or  other  5 

memorials  procured  under  this  section  shall  be  submitted  to  the  art  6 

commission  for  approval  prior  to  their  installation  in  the  state  house  7 

which  shaU  be  under  the  direction  of  said  commission.  8 

8:20.   Old  provincial  state  house;  care  and  maintenance. 

Section  20.   In  recognition  of  the  place  of  the  old  provincial  state  1 

house  in  Boston  in  the  history  and  governance  of  the  commonwealth  and  2 

of  the  nation,  it  is  hereby  declared  to  be  the  intention  of  the  general  3 

court  to  assist  in  maintaining  and  preserving  it  as  an  historic  and  4 

patriotic  memorial  and  in  providing  appropriate  educational  programs  5 

interpreting  its  importance  and  relevance  to  the  current  system  of  6 

government  in  the  commonwealth  and  nation  for  the  citizens  thereof,  7 

through  the  Bostonian  Society,  a  charitable,  non-profit  corporation  which  8 

was  organized  under  the  laws  of  the  commonwealth  in  the  year,  eighteen  9 

hundred  and  eighty-one,  for  the  purposes  of  promoting  the  study  of  the  10 

history  of  Boston  and  preserving  its  antiquities  and  which,  for  over  one  11 

hundred  years,  has  been  responsible  for  maintaining  the  old  state  house  12 
as  a  museum  and  place  of  study. 

For  the  purpose  of  maintaining  the  old  provincial  state  house  in  14 

Boston  as  an  historic  and  patriotic  memorial  and  of  providing  such  15 

appropriate  educational  programs  interpreting  its  importance  and  rele-  16 

vance,  there  shall  be  allowed  and  paid  out  of  the  treasury  of  the  17 

commonwealth  to  the  Bostonian  Society,  a  charitable  corporation  orga-  18 

nized  under  the  laws  of  the  commonwealth,  the  sum  of  seventy-five  19 

thousand  dollars  annually.  The  said  society  shall  expend  such  fiinds  m  20 
the  furtherance  of  the  above  purposes  and  shall  report  annually  to  the 

governor  and  the  general  court  as  to  the  specific  purposes  for  which  they  2Z 

'  were  expended.  The  governor,  the  Ueutenant-governor  and  members  of  23 
the  senate  and  house  of  representatives,  for  the  time  being,  shaU,  upon 
presentation  of  the  proper  credentials,  have  ft-ee  access  to  the  old  state 
house  museum  at  all  times,  under  the  same  regulations  as  may  be 
provided  by  the  by-laws  of  the  society  for  the  members  thereof. 

8:21.   Permanent  memorials  in  state  house  regulated. 

Section  21.  No  tablet,  statue  or  other  memorial  of  a  permanent 
character  shall  be  placed  in  the  state  house  without  the  approval  of  the 
general  court. 
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Chapter 


IHE      COMMONWEAI-trH      OF  MASSACHUSETTS 

In  the  Year  One  Thousand  Wine  Hundred  and  Ninety-ScveD 
A/r  ACT  FROTIBITmC  SMOKJUG  IN  CERTAIN  STATE  BOILDIHGS. 

WheMASt  The  deferred  operation  of  this  act  woul^  tend  to  defeat  Its  pur- 
po6e<  which  ie  inmediatcly  to  prohibit  snokin^  in  certain  etate  facilitiee, 
therefore  it  is  hereby  declared  to  be  an  emersency  law,  ceceesary  for  the  in- 
Bediate  preservation  of  the  public  health  and  convenience.  .  

Be  it  enacted  bg  the  Senate  and  Bouse  of  Heprescat&tives  in  CenerAl  Court 
isseibled^  and  bg  the  authoritjr  of  the  same,  as  follows: 

<be  second  paragraph  of  section  22  of  chapt«r  270  of  the  General  I^aws,  as 
appearing  in  the  19d6  Official  Edition,  is  hereby  astended  by  adding  the  fol- 
lowing t«o  sentences:-  No  person  Eball  smoke  in  the  ctatc  honee  or  in  ajiy 
building  owned  by  the  comiaonuealth  or  in  any  space  occupied  by  a  state  agency 
or  department  of  the  coasonvcalth  which  ie  located  in  another  building,  in- 
eludicg  any  p£ivAt«  office  in  any  such  bvilding  er  space/ nentioned  in  this 
sentence #  aotwitluttanding  the  pzoviaioos  o£  the  last  paragraph.  The  provi- 
sions of  the  foregoing  sentence  shall  not  apply  to  residents  or  patients  of 
etate  hospitals >  the  Soldiers'  Hose  in  Kassacbaeetts #  the  Soldiers'  Eot&e  In 
Solyoke  and  any  substance  abuse  treatment  center  under  the  jurisdiction  of  the 
comaonvealth . 


Bouse  of  Representatives,  AuguGt 


4  1997. 


Speaker . 


Preamble  adopted. 


President. 
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270:19.   Sale  of  glue  or  cement  to  minors;  smelling  deterrent  ingredients; 


register. 

Section  19.   Any  person  who  sells  glue  or  cement  to  a  minor  shall  1 

require  such  minor  to  properly  identify  himself  and  write  his  name  and  2 

address  legibly  in  a  permanently  bound  register.  The  seller  shall  keep  3 

such  register  available  for  police  inspection  for  a  period  of  six  months  4 

after  the  last  sale  is  recorded  therein.   No  such  glue  or  cement  shall  be  5 

sold  to  a  minor  unless  it  contains  allyl  isothiocyanate  (oil  of  mustard)  or  6 

some  other  equally  effective  and  safe  deterrent  against  smelling  or  7 

inhaling  the  fumes  of  such  glue  or  cement.  8 

As  used  in  this  section,  "glue"  or  "cement"  shall  mean  any  glue  or  9 

cement  that  contains  a  solvent  or  chemical  having  the  property  of  10 

releasing  toxic  vapors.  11 

Whoever  violates  the  provisions  of  this  section  shall  be  punished  by  a  12 

fine  of  not  more  than  two  hundred  dollars  or  by  imprisonment  for  not  13 

more  than  six  months,  or  both.  14 

270:20.   Burning  of  refuse,  etc.  within  marine  or  shoreline  boundaries. 

Section  20.   No  person  shall  burn  refuse,  rubbish  or  demolition  debris  1 

within  the  marine  boundaries  of  the  commonwealth,  or  within  twelve  2 

miles  from  the  shoreline  of  the  commonwealth,  whichever  is  the  shorter  3 

distance.   Whoever  violates  any  provision  of  this  section  shall  be  pun-  4 

ished  by  a  fine  of  not  less  than  two  hundred  and  fifty  dollars  nor  more  5 

than  one  thousand  dollars.  6 

270:21.  Definitions. 

Section  21.   As  used  in  this  section  and  section  twenty- two  the  1 

following  words  shall,  unless  the  context  clearly  requires  otherwise,  have  2 

the  following  meanings:  3 

"Smoking",  the  lighting  of  any  cigar,  cigarette,  pipe  or  other  tobacco  4 

product  or  having  the  possession  of  any  lighted  cigar,  cigarette,  pipe  or  5 

other  tobacco  product.  6 

"Public  building",  any  enclosed,  indoor  area  that  is  located  in  a.  7 

building  owned  or  occupied  by  any  department  or  agency  of  the  common-  8 

wealth,  or  any  political  subdivision  thereof.  9 

270:22.    Smoking  in  public  places. 

Section  22.    No  person  shall  smoke  in  any  public  elevator,  supermar-  1 

ket  or  retail  food  outlet,  in  or  upon  any  public  mass  transit  conveyances  2 

or  indoor  platform  or  enclosed  outdoor  platform,  at  any  open  meeting  of  3 

a  governmental  body  as  defined  in  section  eleven  A  of  chapter  thirty  A,  4 

section  twenty-three  A  of  chapter  thirty- nine  and  section  nine  F  of  5 

chapter  thirty-four  or  in  any  courtroom.   The  o\\nner,  manager  or  other  6 

person  in  charge  of  such  a  facility,  building  or  vehicle  or  place  as  herein  7 
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described  in  this  paragraph  shall  post  conspicuously  a  notice  at  each  8 

entrance  indicating  that  smoking  is  prohibited  therein.  9 

No  person  shall  smoke  in  any  courthouse,  school,  college,  university,  10 

museum,  library,  train,  airplane,  waiting  area  of  an  airport,  waiting  area  11 

of  a  health  care  facility  as  defined  in  section  nine  C  of  chapter  one  12 

hundred  and  twelve,  group  child  care  center,  school-aged  day  care  13 

center,  or  family  day  care  center  or  on  any  premises  where  activities  are  14 

licensed  under  section  thirty-eight  of  chapter  ten,  except  beano,  or  in  any  15 

pubKc  building,  except  in  an  area  which  has  specifically  been  designated  16 

as  a  smoking  area.  An  area  shall  be  designated  as  a  smoking  area  only  17 

if  nonsmoking  areas  of  sufficient  size  and  capacity  are  available  to  18 

accommodate  nonsmokers.  Any  person  admitted  to  a  health  care  facihty  19 

as  defined  in  said  section  nine  C  of  said  chapter  one  hundred  and  twelve  20 

shall,  upon  request,  be  assigned  a  room  in  which  smoking  is  not  21 

permitted  and  shall  be  entitled  to  be  assigned  to  such  room  for  the  22 

duration  of  his  stay  or  until  an  alternative  assignment  is  requested.  23 

No  person  shall  smoke  in  any  restaurant  with  a  seating  capacity  of  24 

seventy-five  or  more  persons,  except  in  an  area  which  has  been  specifi-  25 

cally  designated  as  a  smoking  area.    In  such  case,  smoking  may  be  26 

permitted  in  an  area  or  areas  that  have  been  specifically  designated  by  27 

notice  or  sign,  only  if  nonsmoking  areas  of  sufficient  size  and  capacity  28 

are  available  to  accommodate  nonsmokers.   Smoking  and  nonsmoking  29 

areas  in  any  restaurant  need  not  be  separated  by  walls,  partitions  or  30 

other  physical  barriers;  provided,  however,  that  nonsmoking  areas  in  31 

any  part  of  a  restaurant,  as  provided  herein,  shall  be  no  less  than  two  32 

hundred  square  feet  of  floor  space.  33 

The  owner,  manager  or  other  person  in  charge  of  a  facility,  building,  34 

vehicle  or  place  described  in  the  second  and  third  paragraphs  shall  post  35 

conspicuously  such  notices  or  signs  at  each  entrance  indicating  that  36 

smoking  is  prohibited  therein  except  in  specifically  designated  areas,  and  37 

shall  post  conspicuously  such  notice  or  signs  indicating  which  is  the  no  38 

smoking  area  and  which  is  the  smoking  area.  39 

Any  person  aggrieved  by  the  willful  failure  or  refusal  to  comply  with  40 

any  of  the  provisions  of  this  section  may  complam-in  writing  to  the  local  41 

health  officer  in  the  case  of  a  restaurant,  supermarket  or  retail  food  42 

outlet,  or  to  the  local  building  inspector  in  the  case  of  all  other  facilities  43 

described  in  this  section.   Said  authority  shall  respond  in  writing  within  44 

fifteen  days  to  the  complainant  that  he  has  inspected  the  area  described  45 

in  the  complaint  and  has  enforced  the  provisions  of  this  section.    Said  46 

authority  shall  file  a  copy  of  the  original  complaint  and  his  response  47 

thereto  with  the  department  of  public  health.                       '•  48 

Any  person  aggi^ieved  by  the  willful  failure  or  refusal  to  comply  with  49 

any  provisions  of  this  section  in  any  public  building  may  complain  in  50 

writing  to  the  head  of  such  department  or  agency  occupying  the  area  51 

wherein  such  violation  occurs.    Such  agency  or  department  head  shall  52 
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respond,  in  writing,  within  fifteen  days  to  the  complainant  that  he  has  53 

inspected  the  area  described  in  the  complaint  and  has  enforced  the  54 

provisions  of  this  section.   Said  agency  or  department  head  shall  file  a  55 

copy  of  the  original  complaint  and  his  response  thereto  with  the  depart-  56 

ment  of  pubHc  health.  57 

Nothing  in  this  section  shall  prohibit  smoking  in  a  completely  enclosed  58 

private  office  used  by  an  individual  within  a  facihty,  public  building,  59 

vehicle  or  place  described  in  the  first,  second  and  third  paragraphs.  60 
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